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To the secretary who feels “this isn’t my day’ 


Read the following paragraphs and maylh« ‘Touch Control’’® lets you suit the feel of the 
‘ll decide, * 1a little more color in my machine to any touch. Royal’s scientifically de- 


you'll decide, ‘‘] need a li t 
signed keyboard lets you type faster, easier. 


life...my typewriter lite, that 1s. 
The famous Royal Standard now comes in green, Royals are durable...take less time out for re- 
brown, gray, blue, ivory and pink. pairs...are preferred 2's to 1 by people in business 


) ) who t 1) . 

Yes, Royal Standards in color give a lift to your yp 

work as well as to your spirits. Royal's famous Ask your Royal Representative for a free trial 
easy. and demonstration. No obligation. 


“Magic’® Margin makes margin setting eas} 
ROY, LL standard 


electru . portable . rovivpe R business supplies 


, Divisi Royal Mc Bee Corporation 
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Tell him about the new, completely different . . . 
COMPTOMETER” magnetic Dictation-Transcription machine 




































Imagine how much faster and better you could transcribe if your boss 
gave you dictation entirely free from confusing errors or corrections. You 
would have more time for executive assistance, filing, making appoint- 
ments and answering routine correspondence. All this is possible when 
your boss dictates on a new Comptometer Dictation-Transcription machine. 
... It’s magnetic. The entire message or any part can be completely erased 
or replaced by a corrected phrase or word. Much simpler for you to 
operate, too. A single foot pedal controls all. Ask your boss to try this great 
new advance in dictation. He’ll like its error-erasing feature, its re-usable 
Mylar* belts that last for thousands of dictations without ever wearing 
out. And you'll both like the new Hi-Fi voice reproduction, unlike today’s 
conventional dictation machines. Send in coupon for complete facts. Your 
boss will compliment you on your judgment. 


Raat 


DICTATION'S GREATEST TRIUMPH! 








The new Comptomete. : 
TODAY Dictation-Transcription Machine, 
‘ the world famous Comptometer 
The amazing Adding-Calculating Machine, and the 
Comptometer new Comptograph 10-key Caiculating- 
Erase-O-Matic Adding Machine are products of 
1887 1939 1948 belt. Never wears Felt & Tarrant Mfg. Co., 
‘ ‘ out, can be used Chicago 22, III. 
The first dictation The first record First flexible indefinitely, er- 
machine with type dictation. plastic belt. A rors can be erased 
fragile wax cylin- Disadvantage definite advance, mognetically. 
ders that had to costly, breakable, but still costly, 
be re-surfaced. only one use. one use. 




















RE-USABLE BELTS NEVER WEAR OUT a oo 
Comptometer Dictation Division 


Comptometer’s Erase-O-Matic belts, made from miracle MAIL Felt & Tarrant Mfg. Co. bis 
Mylar*, can be reused thousands of times—a tremendous COUPON 1708 Marshfield St., Chicago 22, Illinois 
economy feature. They are renewed magnetically, in just Gentlemen: Without cost or obligation to me, 
three seconds, without removing from machine. TODAY please 

HI-FI VOICE REPRODUCTION (_] Send complete information 


(] Arrange an office demonstration 





Comptometer’s magnetic dictation means high fidelity— 
true, authentic reproduction of your voice, making it 


NAME 
easier to understand for faster, more perfect transcrip- 
tion COMPANY 
YOU ARE INVITED TO TRY THIS YEARS AHEAD COMPTOMETER ADDRESS 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 
cITY COUNTY STATE 


PONT TRADEMARK FOR ITS POLYESTER FIL™ 
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N our CoveR—a fall outfit that makes 
QO sense when you're spending your 
fashion dollars. Donneybrook features a 
black-watch “clanchilla” jacket of 100 
per cent wool, with its own matching 
skirt and blouse. Touches of black velvet 
appear in a band on the collar and a dia- 
mond inset on the front of the blouse. 
Complete with a simulated-leather belt. 

Here’s the answer to what to wear to 
the office when a work day is followed by 
dinner and possibly the theater. Sizes 8- 
18. $49.95. At Lord and Taylor’s, New 
York; Sterling Lindner Davis, Cleveland; 
and Chandler and Company, Boston. Hat 
by John Frederics. Bag by Coronet. 


Dollars and Sense 


ON THE DAY YOU FIRST DISCOVERED that 
a bright new penny was not only pretty 
to look at but was also a means of ob- 
taining your favorite candy at the cor- 
ner store, you learned your initial lesson 
in the value of money. That was a long 
time ago; and, since then, you've learned 
a great deal more about monetary manip- 
ulations. 

We don’t suggest that you go over- 
board on the matter of money and be- 
come a financial wizard—by any means. 
But there’s a great deal of satisfaction 
and personal accomplishment to be 
gained by knowing how to handle your 
own and your boss’s finances efficiently. 

This month, we’ve planned several ar- 
ticles to enlighten and interest you on 
this subject, with a theme called “Dollars 
and Sense.” 

There’s expert advice in an article by 
Gilbert Kahn, entitled Handling Cash 
and Cash Records. Your boss may be as 
much interested in it as you will be your- 
self. And, if the idea of investments and 
securities has always held a fascination 
for you, you'll want to read Secretaries 
Take Stock, by Mary Louise Grossman. 

Maybe you've even been indulging in 
a few daydreams about what you'd like 
to do if you could figure out a way of 
earning dollars and cents over and above 
your regular salary. If so, you'll find a 
wealth of ideas (Continued on page 4) 





Gmeadis Filles ate wwqged, 
awd built to cawuy the load 


Ask your stationer to show you the modern fabricated by us ... or write for a free 
sample of this new long-wearing finish. 


’ : : THE SMEAD MANUFACTURING CO., INC. 
like wear resistant material ... created and HASTINGS, MINNESOTA « LOGAN, OHIO 


filing containers made in the new leather- 
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EASY ON THE EYES 





Nancy Marie Shea, Springfield, Ohio 


“MISS EYE-EASE OF 1955” 
Voted Loveliest Office Employee in the U. S. A.! 


National Blank Book Company’s stationers, with the help of 
over a million users of cool green Eye-Ease record keeping 
forms, voted Nancy Marie Shea, Springfield, Ohio, the winner of 
the 1955 Miss Eye-Ease Selection. 

National’s ‘“‘Eye-Ease’’, like Miss Eye- Ease, is easy on the 
eyes — and a winner! It’s a combination of non-glare green 
paper with brown and green rulings. Entry figures stand out 
clearly, rulings fade into the background. Eyestrain and fa- 
tigue are reduced —— speed and accuracy increased. Be sure 
Eye-Ease is used in your office. Your National Stationer can 
supply you. 


National Blank Book Co. 






810 Water St., Holyoke, Mass. 
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SHEETS 





ACCOUNTING FORMS LEDGER SHEET COLUMNAR 
Also: Ring Book Sheets and Fillers, Accounts Receivable, Accounts Payable, Inventory Forms, Visible Sheets 
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(Continued from page 2) for putting your 
secretarial skills to financial gain, in Ruth 
Bruner’s article, Do You Need Extra 
Money? 

For spending the money you have in 
hand, we've featured budget-wise fash- 
ions that will stretch your dollar and your 
wardrobe. And, if you’re a price-conscious 
young business woman, you'll discover, 
by reading Jeanne Pennie’s Penny-wise 
Wardrobe Planning, many small econo- 
mies that you can practice when shop- 
ping for new clothes. 


Prizes, Anyone? 


THE ESTERBROOK PEN COMPANY has just 
released details of a new Gregg Short- 
hand Contest for the 1955-56 school year. 

The contest will be judged in four 
separate classifications—with colleges, 
business schools, public and _ parochial 
schools, and private schools all eligible 
to enter. The two winning schools in 
each division will be awarded engraved 
loving cups. Winning student participants 
will each receive a Gregg-Approved Es- 
terbrook Fountain Pen. In addition, ev- 
ery student so deserving, will be awarded 
a merit certificate, regardless of whether 
his school wins or not. 

Good news for contestants! There are 
no entrance fees, no products to buy. 

The contest opens at the beginning of 
the school year and closes March 1, 1956. 
Requests for official entry blanks and 
contest material should be sent to: Short- 
hand Contest Manager, The Esterbrook 
Pen Company, Camden 1, New Jersey. 


Our Newest Expert 


Grecc Publishing is pleased to an- 
nounce the addition of a new staff mem- 
ber, Miss N. Mae Sawyer. And readers of 
TS will be happy, too, for Miss Sawyer is 
a filing-instruction specialist. She'll be 
only too glad to give her expert advice 
and answer the pleas of any harassed 
readers in need of information on filing. 

Miss Sawyer really qualifies as an ex- 
pert. For thirty-seven years she was as- 
sociated with Remington Rand as their 
expert in filing and records administra- 
tion. She developed and directed the 
RemRand program of materials for filing 
instruction (these materials are now be- 
ing published by Gregg in new editions ). 

In addition to her regular work schedule 
during the past years, Miss Sawyer has 
also found time to write extensively, lec- 
ture at numerous colleges, and address 
conventions and conduct special training 
classes. And her contributions to Ameri- 
can business education merit all the 
praise heaped upon them. 


Appointment in Providence 


NEXT MONTH we are introducing a 
brand-new feature—Appointment with 
Today’s Secretary. The story will center 
around pretty Miss Anne Slattery, a pri- 
vate secretary at Heller-Sperry, jewelry 
manufacturers in Providence, Rhode Is- 
land. The issue will “cover” her story... 
tell all about her job, her home, what she 
does for entertainment, how she spends 
her salary. Don’t miss Appointment with 
Today’s Secretary in the November issue. 








Free chip-resistant nail polish 













UNDERWOODS 








Chip Resistant 
Nail Lacquer 
tyled tor Lady Faecunves 

TEST SAMPLE*X150 

UNDERWOOD coRP 
1 PARE AVE WC 







THE NEW UNDERWOOD 150 
NOW COMES IN 5 LOVELY COLORS! 


COLOR STYLED BY LURELLE GUILD 











from Underwood—the typewriter 
designed to keep your hands lovely! 


Underwood’s Red, the brilliant new nail polish, Stays on and on. 
And it’s free to secretaries and other lady executives from the makers 
of the Underwood 150—the typewriter especially designed to keep your hands 
lovely to look at, lovely to touch. 
Your fingernails never even touch the keys with the Underwood 150’s 
exclusive half-moon keys—and that means no more broken 
fingernails or chipped nail polish! Rough, widened fingertips from 
punching stubborn typewriter keys are a thing of the past, too— 
Underwood’s exclusive touch tuning 1s kitten-soft, gives you 28 
easy-to-set variations! 
Phone your Underwood office (the number is in the Yellow Pages) 
and ask the | ypewriter Division Representative for your free nail polish 


—or just type us a note on your othce stationery. 





UNDERWOOD 
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SPIRIT 
DUPLICATORS 
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Model 70 
Manually Operated 


Can Do SO 
ch For Yout, 


Model 76 
Automatic Electric 


FREE BOOKLET aa 
TELLS HOW AND WHY es 


MAIL THIS COUPON 


TODAY! 


THE CORPORATION 
1864 S. Kostner Ave., Chicago 23, lil. 


Please send free booklet on the Conquerors and com- 
plete details. No obligation of course. 


Name 





Company 





Address 


\ = State 
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QO. Is the term “Dictated but not read” 
x 

considered good business usage? 

A. This notation is not used so fre- 


quently as it formerly was. In the first 
place, it is a reflection on the stenogra- 
pher. It seems to indicate to the reader 
that the dictator does not have sufficient 
confidence in her to trust her to make 
correct transcripts. 
Then, it 

the 
whereas the 


seems to be an attempt to 


evade dictator's responsibility, 
fact that he has dictated 
the letter and his name appears below 
it is an indication of his responsibility 
for the contents of the letter. 

If, as often happens. a dictator must 
leave the office before signing his mail, 
the stenographer can sign the dictator's 
name, placing her own initials below 
the signature in clear, small letters. This 
plan is far preferable to the other one. 


Q. { contract stated that the consideration 
was one dollar. Is such a consideration as 


effectual and valuable as a larger sum paid? 


A. Yes. It has been repeatedly held by 
the courts that a 
tion, however small or nominal. if given 
faith, is, in the 
fraud, sufficient to support a contract. 


valuable considera- 


in good absence of 





Q. I have been a stenographer for over two 


years: and, while I am able to read my 


shorthand notes. I can see upon examina- 
tion that they are sloppy, especially if the 
dictation is rapid. 

The experts recommend reading and writ- 


W hile 


I can see the merit of the suggestion. | am 


ing shorthand to improve outlines. 


also interested in increasing my speed and 
developing more control of my outlines. 

I have very little spare time, so 1 do not 
want to waste it by studying wrong. What 
would you suggest that I do? Should I take 
my shorthand manual and practice chapter 
by chapter, or is there a more efficient way 


that would also be more interesting? 


A. It is a natural tendency for short- 
hand notes to become sloppy when the 


dictation speed is a little beyond you. 


1955 


It just means that you are writing be- 
yond your comfortable writing speed 
and that you must press to get the faster 
While and writing 


shorthand is very good practice for vo- 


dictation. reading 
cabulary and outline development, the 
solution to your problem is to raise 
your shorthand speed to the point where 
take would 
be your comfortable writing speed. 

I would that 
in a course in 


the fast dictation you must 
recommend you enroll 
speed-building some 
school. You would get the proper guid- 
ance as well as the properly timed dicta- 
tion so necessary in speed development. 
If it isn’t possible to attend a school, get 
dictate to few 
hours a night. Be sure that the material 
is counted so that it can be timed when 
it is being dictated. . 


someone to you tor a 


Q. Are there stencil-cutting accessories on 


the market that will help produce deep, 
bold. and sharp impressions on mimeo- 
graphed copys 

A. The best ways for getting deep, 


bold, and sharp impressions on mimeo- 
graphed copy are (1) to use a quality 
stencil, (2) to clean type on the type- 
(brush the type at least three 
times a stencil), and (3) to use quality 
duplicating paper. 

It is entirely 
work with 


writer 


possible to do stencil 
inexpensive stencils, dirty 
type, and cheap paper; but. duplicator 
reproduction is like anything else 
get what you pay for. 


you 


Q. Is there a quick, efficient method of 
checking invoices that have a long list of 
items? [ve heard that a double check is 
necessary. Can this be done by one person 
on two different calculators? 


A. Any checking process consists of 
repeating the same steps. This holds 
true in checking invoices; the calcula- 
tions involved are repeated. If, however, 
the invoice and the check are being 
made by one person, reversing the order 
in the problems may be helpful. This 
means that, in adding the amounts on 
the invoice, you would add from the top 


aS 





Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan C. Lloyd 


Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic ..Vivian W. Kline 
Shorthand .......... Charles E. Zoubek 
ES kek eke ka acne Gilbert Kahn 


CT a ES LL TERRES et 


of the column to the bottom the first 
time and from the bottom to the top for 
the check. 

Multiplication may be reversed in the 
same manner. If you use the original 
multiplicand as the multiplier in prov- 
ing your figures, an error is not likely 
to be repeated. 


Q. Hou can | tell whether or not to inter- 
rupt a conference? When my employer says 
“no interruptions.” — he doesn't always 


mean it. 


{. Here is where a good deal of wise 
judgment comes in. When an employer 
says “no interruptions.” he usually 
means petty or unimportant interrup- 
tions. 

Suppose. however. that they were dis- 
cussing at the conference comparative 
sales of the various branch offices. You 
knew that the Cleveland report hadn't 
come in before the conference started 
and that your employer was anxious to 
have it. Naturally, you'd take the report 
in if it arrived during the conference. 
The same might be true of a telegram 
or an emergency phone call. 





Q. Is it correct to type “Thank you” as a 
separate paragraph at the end of a letter? 


A. In recent years, in an attempt to 
make letters more informal. all types of 
endings have been introduced in busi- 
ness correspondence. The use of “Thank 
you” as a closing paragraph is in line 
with this tendency. Its use is entirely 
a matter of personal preference. 


v. { real estate broker sold our house for 
us for $20,000. He deducted his 5 per cent 
commission from the $2.000 down payment 
made by the purchaser. Am I correct in my 
contention that the broker should have 
waited for his commission until title to the 


house had been transferred to the buyer? 


A. No. It is customary in the real estate 
business for the broker to collect his 
commission from the first money paid 
by the buyer. (Continued on page 46) 








SENSATIONAL NEW 
EAGLE-A TYPE-ERASE PAPER 


Typing errors erase without a trace, leaving no smudge 


Fast, easy erasures. Eagle-A’s amazing new Type-Erase paper is the 
talk of typists everywhere! At the touch of an ordinary pencil eraser, 


‘ 


typing errors 


‘wipe” right off the surface of Type-Erase — leaving no 


mark! An attractive rag content paper, it’s available in bond and onion 
skin weights — in packets or the convenient Eagle-A “Hinge-Top” box. 


Saves time and paper. No more tedious, messy erasures 


...no more letters retyped because of smudge marks. 
With Type-Erase, you can erase an error and retype in 
seconds. And just try to detect the correction! Eagle-A 
Type-Erase paper comes in letter and legal sizes, plain or 


ruled. Ask for it at your stationer’s. 


FAGLE-A || BOXED 
TYPEWRITER PAPERS 


100% RAG EXTRA No. 1: Coupon Bond 

100% RAG: Agawam Bond; Coupon, Agawam Onion Skins 
75% RAG: Contract Bond * 50% RAG: Acceptance Bond 
25% RAG: Trojan Bond, Onion Skin and MS. Cover 


SULPHITE: Quality Bond, Onion Skin and Manifold 
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FREE OFFER TO SECRETARIES 
AND TEACHERS 

AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. TS 


Send FREE test sheets of Eagle-A Type-Erase 
poper and your Letter Placement Guide: 


POSITION... ...... svenbowscnsensebueininannevontinant 


SECRETARIES: clip coupon to firm letterhead. 
TEACHERS: clip coupon to school letterhead, 








2 REQUIREMENTS FOR SUCCESS 











You will advance 


faster in your career S 

if you have been ro) joa) 
well-trained in an ~ fon) 
accredited school— < o>) 
and if you acquire 5 © 
the EraserStik habit ~ ™ 
early. 2 < 
EraserStik is differ- = 5 
ent. It is a modern, F = 
slim, pencil-shaped, < e 
wood-encased eraser rr 






L Se 





that erases a single 
letter without marring 
the rest of the word. 
It sharpens just like 
a pencil. 

If you want praise 
instead of criticism, 
use EraserStik. For 
typewriting, pencil or 
ink. Get a few 
today. 

TEACHERS: FREE 
sample available for 
class demonstration. 
Write on school 
stationery. 

For best results 
expose rubber point 
about 3/16”. 


AL 


ERasERSTIK 








~ AWFABER 


"AWFABER ERASERS TIK 








A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N 
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THE BOSS SPEAKS OUT 








SAYS G. W. 


COULD HEAR the sound of 

my buzzer from my secretary's 
desk as I pressed the button. The 
sound had barely ceased when Miss 
Miller entered my office. She looked 
her usual well-groomed and attrac- 
tive self. Her dress was neatly 
pressed, and its style indicated that 
care had been used to choose an 
outfit that would be correct for the 
office. The steno pad she held was 
turned to a clean page. Miss Miller 
was ready for dictation. 


WHEN JEAN MILLER FIRST CAME to 
work for me, her only experience 
had been eight months in our steno 
pool and four months as a secre- 
tary in one of our departments. Her 
typing was excellent. The letters 
she turned out on her Executive 
Typewriter were a pleasure to sign. 
If she made any erasures, she got 
away with them, for I never was 
able to find them—and my eyes are 
pretty sharp! 

Her shorthand speed was a bit 
slow, and she knew it. I think part 
of the trouble was nervousness. She 
was afraid that she would have to 
stop me and ask me to repeat a sen- 
tence. When I was sure that I had 
found the difficulty, I explained to 
her that I would much rather re- 
peat a sentence than have her type 
an incorrect letter. She became 
more relaxed, and her shorthand 
speed increased. 

I believe that any secretary, 
knowing her employer's time is val- 
uable and that one of her secretar- 
ial skills is deficient, should try to 
improve it, either through further 
education 


or intensive practice. 
Miss Miller did. 
The conscientious secretary 


knows that typing and shorthand 
are tools of her trade, just as much 
as a hammer and saw are tools of a 
carpenter's trade. She respects and 








takes care of them. 


TODAY’S SECRETARY @ October, 1955 


Dics&., 


Electronic Accounting Machine Division, International Business Machines Corporation 


No boss wants 


a robot for a secretary 


Advertising Manager, 


However, no boss worth his swivel 
chair wants a robot or automaton 
for a secretary. Almost every em- 
ployer realizes that his secretary, 
his “Gal Friday” (if I may use some 
“Madison Avenuese’ ), is the con- 
tact between himself and the outer 
world when he’s in his office. It’s 
comforting for an executive to 
know that, when he has an appoint- 
ment, the visitor will be greeted by 
a well-groomed secretary and not 
by a femme fatale with blood-red, 
foot-long fingernails reaching out to 
take his business card, and possibly 
scarring him in the process! A sec- 
retary who is conservative in her 
make-up habits creates a good first 
impression on any visitor, whether 
he be customer, salesman, or em- 
ployee. 


Topay’s SECRETARY is called on for 
more assistance and advice than 
ever before. My own field of adver- 
tising, for example, is filled with 
many technical duties that a secre- 
tary must carry out on a minute's 
notice. There are deadlines to be 
met, art work to be approved, copy 
to be prepared, and time schedules 
that seem almost impossible to be 
met. Miss Miller gives me those 
constant reminders that every exec- 
utive needs to see that his job for 
the day has been completed. If 
there’s a letter that must “make the 
last mail,” I can rely on her to re- 
mind me to sign it before I leave 
the office for the day. 


AN OUTSTANDING FACET of my sec- 
retary s efficiency came to light one 
day when Miss Miller found me 
grumbling to myself about being 
unable to remember the date on 
which one of our customers had 
visited me. Miss Miller remem- 
bered. She remembered because 
she doesn’t depend on her memory 
alone—she jots (Continued on page 47) 





Now Marie's days are fun...yours can be, too ! 





x 


+ 





1 In days before TIME-MASTER* came, Marie was in a 2 Then he discovered Dictaphone TIME-MASTER. Now 
tizzy « Her boss would call her to dictate when she she’s heady with joy, ’cause Boss works when he wants. 
was wildly busy « Or keep her overtime. Though She types when she is ready. She doesn’t mind hard 
when her desk was cleared by two he’d never have a work, but needless pressure now is done « She finds 
thing to write or want or say or do. with TIME-MASTER dictation every day is fun. 








3 Pick up the mike and think out loud . . . Boss works 4 No pile-up, tie-up, overtime that doesn’t have to be + 
that easily! « With clear Dictabelt recordings, it’s as rIME-MASTER helps them both accomplish more, more 
easy for Marie to hear each word her boss has said. | rapidly + Yowll work much easier, maybe see more 
Repeat he never need * Marie controls back-spacing, money in your pay « If you and your boss try dic- 
volume, tone and even speed. tation this efficient way. 








a 








*The complete name is Dictaphone TIME-MASTER dictating machine 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 


eeeeeveeveeeveeeeeeeeeeeeeeeeeeeeneneeene 





. . 
. > 
* DICTAPHONE CORPORATION, Dept. ‘TS-105 ° 
* 420 Lexington Ave., New York 17, N. Y. z 
. 7 
* (J Please send me all the facts about how my boss and $ 
¢ I can work easier and better with Dictaphone TIME. * 
. . 
« MASTER. . 
. . 
¢ And don’t forget to send, FREE, my copy of Letter * 
e Perfect—the 84-page secretary’s handbook. (Regular . 
* price: 50¢.) . 
. . 
©: WORD oc cc ccccccccsetintvdsenebensveasensseees . 
7 * 
© FR PW WR soo oo cc ccesccescceceescses céuseseses : 
. 
 OBOSP OMMNNNS. 2. oo os cccccccvecccvcences seccceccsces 4 
. . 
© Gey & ZemWesccssccscccscccesen POOY sci cccccocesvecs . 
i . * 
DIC APHONRN a e*eeeoeeeeeenseteeeeneeneeeneeneeeneneenteeeeeeeeee¢ 


TIME-MASTER DICTATING MACHINE ssaviduote.metenetee sab ererenent ane neeserenee tonne-aieens i uienwbius Semreninl 
TODAY’S SECRETARY e October, 1955 9 





P 
it i oe foo's Dining Reo 


i> 


Uress by Filcol 


$s A 


And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 
pleasing to the boss. 
Remington Fland 
Division of SPERRY RAND CORPORATION 
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TODAY'S 
SECRETARY 


October 1955 


This secretary reads the funny papers on the job, 


but her boss doesn’t mind — 





“Deadline time is here again,” says Adelaide Gilchrist to her boss. Milton Caniff, creator of Steve Canyon. 


Her Boss Is in the Funny Papers! 


HE EPISODE WAS OVER. Lt. Col. Steve Canyon, of the U.S. Air Force 
had routed his current enemies in his continuing comic-strip battle against 
the forces of evil. Steve’s creator, Milton Caniff, was about to embark on a new 
sequence, a new locale, a new set of characters. 
He turned to his secretary and said: “McGillicuddy, I think I’m going to use 
your daughter.” 
BY His secretary, whose name is not McGillicuddy, but Adelaide Gilchrest, nodded 
ROLLIE HOCHSTEIN serenely, After sixteen years of working with Mr. C., she is used to surprises. 
Adelaide’s daughter Gale turned out to be Holly Hall, now familiar to millions 
who read the 380-plus newspapers in which Steve Canyon appears daily. Gale 
modeled for Mr. Canift’s initial drawings of Holly, and many of her teen-age 
speech mannerisms have become Holly's ballooned quotes, Holly’s comic strip 
Dad is Homer Hall. Mr. Gilchrest’s name happens to be Homer. And Holly’s 
mother’s name is, of all things, Gil. 
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“Around here,” says secretary Adelaide, “we be- 
come personally involved with Steve and all his 
friends and foes.” 

“Here” is the mountaintop home-studio in lower 
New York State where Milton Caniff draws and au- 
thors his celebrated comic strip and Adelaide tries to 
“keep up” with business and research and fan mail. 

“Did I say ‘involved’?” laughs Ade, who is a crop- 
headed, smiling, and busy wife-mother-secretary. “I 
even write letters for Steve and Copper Calhoun and 
Summer Olson and all the other characters! 

“When we get letters addressed to any of them, I 
answer just as if I were the character speaking. Mr. 
C. signs as the men in the strip, and I sign for 
all the girls.” 


ADELAIDE ANSWERS EVERY LETTER that comes to the 
studio—by herself or from Mr. Caniff’s dictation. 
Mr. Caniff reads every one and always signs for him- 
self, often adding a personal, scribbled note. A day’s 
average is fifty letters, mostly from fans. 

“Surprisingly,” says Ade, “they're about a half-and- 
half split between women and men, though you'd think 
more men than women would be interested in an ad- 
venture strip. But girls love the romance.” 

Much of Ade’s hectic work week is spent answering 
these fan letters. She takes a personal interest in 
each one and considers it a challenge to return let- 


ters that are as lively as those she receives. So 
impressed was visiting author John Steinbeck with the 
number of Ade’s “fan answers” that, on his return 
home, he compiled for her a humorous list of “Twelve 
Ways to Answer a Fan.” 








Though grateful for the author’s efforts, Ade is 
unable to stick to formula. “Over the years,” she 
says, “old fans become old friends.” She is partic- 
ularly pleased to report that Bill Overgard, who now 
draws the Steve Roper adventure strip, has been one 
of her “pen pals” since he was twelve years old. 

But the pleasure is not Adelaide’s alone. Her boss 
avidly reads every piece of mail that comes in 
and loves it. Reports Ade: “Mr. C. just glows at mail 
time. He even likes complaints because he says they 
show that the readers are interested.” 

Readers write to bemoan the absence of a charac- 
ter from the previous sequence, to request that Steve 
choose a wife, to suggest new situations. Service- 
men write for drawings of planes, boats, jeeps, and 
tanks, as well as pin-ups of pretty ladies. Since 
accuracy in drawings and situations is an important 
aspect of the strip, readers are quick to spot mis- 
takes. To the comment that a uniform insigne was 
crooked one day, Ade answers: “Congratulations on 
your sharp eyes!” To a complaint that there is too 
much or too little dialogue, Ade replies: “Thank you 
for your interest.” 


FAN MAIL, HOWEVER, is by no means the only cor- 
respondence that Ade handles. To her high-piled 
desk come letters from the syndicates that distrib- 
ute her boss’s strip, letters from Government officials 
who keep Mr. Caniff informed of all new Air Force 
regulations that might apply to Colonel Canyon and 
his colleagues, letters from the editors of Steve Can- 
yon newspapers all over the world, and requests 
for personal appearances. 


“Straighten out that collar.” says Adelaide to her 
daughter, Gale. When Mr. Caniff started a new se- 
quence in his comic strip, he decided to use Gale as 
the model for Holly Hall. Here he rough-sketches a 
drawing with Adelaide’s assistance. Above: the fin- 
ished cartoon as it appeared in the comic strip. 





No early-morning elevator jams for Adelaide! Her office is the 
mountaintop home-studio of Milton Caniff in lower New York 
State. Here she climbs the outside staircase leading to the 
studio to begin another day with Steve Canyon and his friends. 























And, since her boss is active in his college fraternity, 
his journalism honorary society, the Players’ Club, 
and the National Cartoonists’ Society, Adelaide’s paper 
work includes these organizations. 

After climbing the outdoor stairway to her lofty 
studio-office, Ade is greeted daily by a desk lit- 
tered with notes left by her night-working boss. 
“It’s terrible every day,” she confides, “but on Mon- 
days it’s the worst because he’s had all week end 
to get ideas.” 

Although she arrives at about ten every morning, 
it’s usually afternoon by the time she’s unscrambled 
and carried out the instructions in the amassed notes: 
“Dig out a copy of that 18th Century history of 
China.” “Going to Seattle next week. Get tickets.” 
“Can you find a Life article on Alaska fishing? I 
think it appeared in 1936.” “Friends visiting tomor- 
row. Better rent them a car.” 


AFTER RECOVERING FROM THESE and a dozen or so 
similar tasks, Ade attacks the heap of mail. Next 
she begins her daily search through magazines for 
photographs to add to her boss’s tremendous reference 
files. Then she checks several newspapers to keep 
herself and Mr. C. alert on current affairs, essen- 
tial for Steve Canyon’s authenticity. 

Lunch on a tray appears from the nether regions 
of the ten-room house, and Ade eats it whenever she 
finds time, often munching as she works. And in mid- 
afternoon Mr. Caniff appears, ready to take up the 
work he left at dawn. Ade and her boss discuss mail 
and news over afternoon coffee. 

After taking dictation, putting a sizable dent in 

















COLONEL CANYON, ae 

SIR ,I RECKON THATS 
ALL I HAVE TO 

SAY TO YOu ! 












LS 


SONNY 


be 









back correspondence, clipping and filing photographs 
of uniforms, guns, planes, trees, telegraph messengers, 
Chinese landscapes—just about everything—Ade is 
ready to package her boss’s pen-and-ink panels for 
mailing. Each night when she leaves work, Ade drives 
ten miles to the local post office with outgoing mail. 
Often there is a rush piece that must go by helicopter 
to a Long Island airport. 

“Then comes the Mad Dash,” she says with a sweep 
of her hand. “I usually tear out of the studio to make 
a 5:30 ‘copter ten miles down the mountain. 

“Never missed it,” she adds cheerfully. “The rush 
piece is in California by noon the next day.” 


Or COURSE, NUMEROUS PHONE CALLS prevent any day 
from running on schedule. “. . . a smooth day would 
be too great a shock.” A Pentagon general will 
call to ask for a Caniff-drawn recruiting poster. A 
TV show will invite Mr. Caniff for a guest appear- 
ance. An Armed Forces post official will request 
an original panel that seems to apply particularly to 
“his boys.” King Features Syndicate and the Chicago 
Sun-Times Syndicate tactfully announce that the strip 
is very, very late. 

Frequent spurts of filing also lend the additional 
spice of variety. Ade’s files include general corre- 
spondence, a master scrapbook of every Steve Canyon 
strip since its 1947 inception, a catalog of birth- 
days and anniversaries of all Mr. Caniff’s friends, 
and a Personal Preference file listing his favorite 
food (filet mignon). color (it changes), character 
from the strip (Miss Mizzou), and other “pets” for 


quick reference when the (Continued on page 52) 


Mail is discussed over afternoon coffee. Every piece 
of fan mail that comes in is read; even complaints 
are welcomed, for they show that readers are in- 
terested. In addition to fan mail, there are letters 
from Government officials and the editors of Steve 
Canyon newspapers all over the world. 




































BY MARY LOUISE GROSSMAN 


SECRETARIES 
TAKE STOCK 


O FIGURES frighten you—ones in the millions? 
|) The largest and most colorful clearing house for 
America’s millions of dollars stands squarely on six 
classic columns at the corner of Wall and Broad 
Streets in Manhattan. There, the ticker tape, also noted 
for the role in plays in New York parades, figures 
prominently in up-to-the-minute reporting of quota- 
tions on stocks and bonds to Quote Boards in 126 
American cities. 


No place is more hallowed in Wall Street’s canyons than 
the 163-year-old New York Stock Exchange, where securities 
of 1,076 companies change hands daily. 


If you have pennies to spend 
beyond your living and 
saving needs—any member 
firm of the New York 

Stock Exchange can help you 


invest them wisely 


Traditionally, the individual on an income of $100 
a week or less stands little chance of understand- 
ing what goes on in the Stock Exchange and still less 
of profiting directly from it. 

But, wait a moment! Wall Street has acquired a 
new look. Since 1952. the big brokerage firms have 
made a concerted effort to reach small investors 
through advertising and publicity. Many are giving 
free counseling. And, in January of 1954, they ini- 
tiated a special pay-as-you-go Monthly Investment 
Plan (M.I.P. 


the standard broker’s fees. 


_ which costs the investor no more than 


Therefore, it’s safe to assume that a good _per- 
centage of the 1,000,000 increase in the number of 
American stockholders over the past two years is 
traceable to small investors like you, the girl 
on a fixed salary. 


THERES EVIDENCE, TOO, to support the notion that 
small investors know what theyre doing. Merrill 
Lynch, Pierce, Fenner, & Beane, which sells more 
stock to small investors than other firms, attributes 
the new shrewdness to educational campaigns. “Odd- 
lotters,” the people who buy less than one hundred 
shares of stock at a time, now stay in the market 
longer to average a better return on the money they 
invest. They make fewer mistakes when they do sell. 
And, instead of rushing in to buy cheap stocks on the 
gamble of becoming millionaires, they speculate on 
the securities of companies that have paid annual 
dividends on common stocks over periods of from 
25 to 108 years. 


B Stands for Brokers Who Give Advice 


The advice of investment counselors who service 
people in the $25,000-a-year-and-over income bracket 
costs too much for the amount of money that you will 
be able to place in securities. Take advantage of 
the free (and dependable) services of large broker- 
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age houses like Merrill Lynch and Bache & Co. 
If in doubt as to which one, consult your banker for 
his recommendation. After a telephone call and an 
interview, you'll come away with a stack of litera- 
ture and perhaps a new viewpoint. 

How much money can you afford to invest in se- 
curities? Do you have enough to live on and enough 
left over for a savings account and insurance? Are 
you responsible only for yourself, or must you think 
of family obligations? 


WHEN YOU HAVE MADE OUT a personal balance sheet 
that truthfully .represents the distribution of your 
income—how much you want to save, and how much 
you have been able to save in the past—the broker will 
make his recommendation. Naturally, only you can de- 
cide whether or not you have surplus for securities. 

Securities can grow and grow. The main purpose 
of investing surplus pennies in securities is to help 
them grow with the national economy. (It’s better 
not to have to sell simply for cash.) Over the long 
pull, you can make more money on securities than on 
other types of investments. 

If you own stock in a company, you are a part- 
owner, and dividends comprise the earnings of those 
securities. “Preferred” stock has first claim on the 
company’s earnings, earns a fixed dividend annually, 
and is considered “safer.” “Common” stock earns 
a higher dividend in good years, which is your 
compensation for a degree of “risk.” Actually, about 
90 per cent of the companies whose stocks are 
listed on the Exchange have paid dividends on com- 
mon stock in the last ten years, and averaged well 
above the 1 to 3 per cent interest you could get from 
investing in savings accounts, government bonds, etc. 


Stop! You’re gambling! 


Taking a calculated risk is never the same as 
counting on the blind chance that low-cost stocks 
(25 cents to $2) will make you rich quick. You might 
as well go to Las Vegas for your two-weeks-with-pay 
and dump quarters into one-armed bandits. 

If you buy inexpensive stock from a promoter, you 
must accept the advertising at face value. Often no 
information is available for checking, for the Securi- 
ties Exchange Commission does not require firms 
issuing $300,000 in stocks and bonds, or less, to 
register with any Exchange. Those uranium mines and 
oil wells may turn out to be castles in the sky in- 
habited by sharpers with gold-lined pockets. This 
is real rock-bottom or bonanza gambling. 


TO DEAL WITH A BROKER you must open an account. 
This is no problem. The broker simply wants to 
know that you will pay his bills: and the vital 
statistics come out in conference, anyway. He'll ask 
you to make out a form and supply a credit refer- 
ence from your bank. 

If the account is not on a cash basis, it will be 
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on “margin’—that is, you will borrow up to 30 per cent 
of the price of the stock from him. (The Federal Re- 
serve Board now requires that at least 70 per cent cash 
must be paid on all stock-market transactions. ) 
Stock prices range from pennies to hundreds of 
dollars a share. The broker’s commission on the New 
York Stock Exchange ranges from 2 to 6 per cent, de- 
pending on the price and number of shares that you 
buy. An “odd-lot” charge, or a kind of wholesaler’s fee, 


is assessed on orders for less than a hundred shares, 
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Merrill Lynch counselor answers questions at New York 
office. Electric Quote Board (background) clicks in second- 
to-second price changes on all major stocks. 





the standard trading unit. When you are dealing with 
an investment trust (Mutual Funds), you are buying 
a share in a company that in turn reinvests in many dif- 
ferent industries and the broker's fees may amount 
to as much as 8 per cent. 


Mutual Fund Groups 


Mutual Fund groups (nearly 300 of them) “beat 
the market” by employing a principle called “dollar 
averaging. With a vast sum supplied by many in- 
vestors, a Mutual Fund group can afford to buy 
stocks when they are at a fairly low selling price 
and hold them until the price comes up again. That 
the market does come up over the long pull is axio- 
matic in our economy in spite of 1929. Your money 
will be diversified through Mutual Fund handling, 
although you as an individual have nothing to say 
about where it goes. Each year a fixed dividend is 
announced. Although it is more than bank or govern- 
ment-bond interest, the Mutual Fund dividend is like- 
ly to be less than the annual return on common stocks 
held directly by you. Again, you sacrifice profit for 
safety—or to avoid loss. 
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(Continued on page 51) 
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RECORD KEEPING 





HANDLING CASH 
AND CASH RECORDS 


BY GILBERT KAHN 


S° YOU SAY you don't like to keep records! But 
)J) many of you maintain for yourself lists of friends’ 
phone numbers, files of favorite recipes, scrapbooks, 
and diaries. You say you don’t mean that type of rec- 
ord—it’s the kind you have to keep in offices that you 
don’t like working on. Yet, those personal records 
are very closely related to office records. Their func- 
tion is the same, for the purpose of any record, 
whether at home or in the office, is to supply infor- 
mation. There’s nothing mysterious or frightening 
about office records if you keep that in mind. 
Large firms have accountants to organize their 
bookkeeping systems and specialized employees who 
perform only the various procedures required by the 
system adopted. There are many small-office work- 
ers, however, who have to plan their own record sys- 
tems and then perform these record-keeping activities 
along with other duties—receiving callers, filing, 


CASH RECEIPTS JOURNAL 


taking dictation, and typing. This is the first in a 
series of articles written for these small-office people. 
The articles will discuss the things to keep in mind 
when planning record-keeping procedures. The sug- 
gestions should not necessarily be followed in all 
cases in their original form. Bookkeeping systems 
should not be imitated; they should be tailored to 
supply for a particular situation the information 
required—when needed, and in the most helpful form. 


ONE OF THE MOST IMPORTANT DUTIES an Office worker 
can have is the handling of money. In the proper dis- 
charge of that responsibility, provision should be 
made for (1) accounting for the source of the funds, 
(2) keeping those funds in a safe place until they 
are deposited, (3) preparing the bank deposit cor- 
rectly, and (4) proving the work to eliminate any 
possibility of error. 








DATE. ACCOUNT CREDITED 
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Accounting for the Source of Funds 


Whenever money is received, some record should 
be made immediately to indicate on what date it was 
received and from whom. If that person has a common 
name like Smith or Jones, record enough information— 
first name, middle initial, and even address if nec- 
essary—to make sure that the proper Smith or Jones 
gets credit for the payment. Some businesses make 
the notation of payment directly on the person's 
ledger page or card. It is generally better, however, 
to list immediately all cash received, in a journal or 
on a sheet similar to the one illustrated. Then transfer 
that information from the journal book or sheet to 
the individual ledger page or card. Why, you say, do 
that extra work of listing the receipts before you 
put them in the individual accounts? There are two 
advantages: First you have a chronological summary 
in one place of what was received on a specific date, 
which makes it simple to analyze operations. Second, 
it makes it much easier to locate an error when one 
has been made. We'll see more about that later when 
we talk about proving your work. 





The illustration shows that on September 7 money 
was received from John E. Smith, Ruth Rowe, and 
Alan Thompkins. Some workers like to put down an 
explanation for everything received, while others fill 
in that column only when there is an unusual trans- 
action that requires an explanation. You do whatever 
is best in your situation. The date, person’s name, ex- 
planation if any, and amount is recorded at the time 
the money is received. The check mark in the P.R. 
(which means posting reference) column is placed 
there only after you have transferred the informa- 
tion to the person’s account. The purpose of these 
post marks is to show that you have transferred the 
information to the person’s account. The next time 
you are ready to post receipts, you go on from the 
last item check-marked in the Cash Receipts list. 


Safeguarding the Funds 


The money should be kept in a safe, inconspicuous 
place—a cash drawer, box, or vault—that is inacces- 
sible to people unauthorized to handle it. Don’t allow 
too much money to accumulate in the office; take 
it to the bank promptly. Make several deposits a day 
if the volume warrants it. If you take in large sums 
after regular banking hours, make arrangements with 
the bank to use their night depository. 


Preparing Bank Deposits 


Banks require that certain procedures be followed 
when deposits are prepared. You might think they are 
being overly cautious, but what they request is ac- 
tually for your protection as well as theirs. 

The cash to be deposited should first be sorted 
according to denomination—separate piles for pen- 
nies, nickels, dimes, quarters, half-dollars, dollar bills, 


$5 bills, etc. These piles are then counted and grouped 
in special wrappers supplied by the bank. There is 
a different wrapper for each denomination, and a 
printed identification shows the kind and amount; 
for example, 50 pennies $.50; 40 nickels $2, etc. When 
there are not enough coins of any one denomination 
to fill a wrapper, they are placed in a small coin 
envelope supplied by the bank and the amount of 
coin enclosed is written on the face of the envelope. 
When there is not enough paper money of any one 
denomination to fill a wrapper, it is grouped together 
by means of a rubber band or paper clip. The name 
of your company should be written on every coin 
and paper-money wrapper, for identification. 

After the coins and the currency have been wrapped, 
a deposit slip supplied by the bank must be filled out. 
As the illustration shows, the purpose of a deposit 
slip is to summarize what is being deposited. The 
depositor’s name should always be written on the de- 
posit slip exactly as it appears in the account title 
registered with the bank, to make sure you, and not 
someone else, get credit for the deposit. 


(Continued on page 48) 


DEPOSIT SLIP 





CITIZENS NATIONAL BANK 
Deposited for 


hay Bow 
St. Louis, Mo. _ Lgt. Z 


Please List Each Check Separately 





19 <5 














Dollors Cents 


Currency jo om 





Less thon 


Silver one dollar $5 





Checks as follows 
































Total Io ds 
See that all checks are indorsed 
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BY E. LILLIAN HUTCHINSON 


(KEY TO TEASERS ON PAGE 46) 


WOPLAS ccs ox rrssem 


One Out of Four Is Wrong 


In these groups of four words each, three have similar meanings; but 


is the intruder? 


(a) showy (a) discouraged (a) enlarge 
(b) gaudy b) depressed b) contract 
( delicate ( dejected (c) expand 
d) pretentious (d) elated (d) amplify 


These 


1. A possessive 


Are Statements Truthful? 


is never written without an apostrophe. 


2. Two singular nouns connected by and used as the 
subject of a sentence require a plural verb. 
3. Synonyms are words that have exactly the same 


meaning, 


What an Apostrophe Will Do! 


The insertion of an apostrophe in each of the 
words defined here results in an entirely different 
word. What are these forms? 


Get All A’s on This 


Choose at least three appropriate 


You Can 
adjectives be- 
ginning with a that accurately describe each of 
the following. No slang, please! 


Choose the Correct Vowel 
Should an a, an e, or an o appear in the blank 
space in each of the following words? 
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one is not related. Which word 


a) evening (a) hesitant (a) erudition 
(b) dusk (b) brave (b) scholarship 
(c) dawn (c) dauntless (c) learning 
(d) twilight (d) intrepid (d) sensibility 


4. The prefixes counter and contra impart the mean- 


ing of “against” to a word. 


ut 


. The same expression may be correctly written some- 
times as two words and sometimes as a hyphenated 
word. 

1. A hard covering of a marine animal 

2. The opposite of ill 

3. The opposite of well 

4. The third person possessive pronoun 

5. Insincere, pious phrases 

6. A poetic word for custom or habit 


1 


. The abode of evil spirits 


1. The heroine of a romance 
2. The costume she wore 

3. The hero 

1. A meal 
>) 


. A movie thriller 


1. scen—ry 6. machin—ry 
2. flatt—ry 7. volunt—ry 
3. liter—ry 8. invent—ry 
1. advis—ry 9. satisfact—ry 
5. mem—ry 10. arbitr—ry 
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Mrs. Ivy Baker Priest. Treasurer of the 
United States. and keynote speaker at 
this vear’s NSA convention, 


EVERAL THOUSAND SECRETARIES from all 

parts of the United States headed south last July 
for the tenth annual convention of the National Secre- 
taries Association (International). The NSA, which 
represents the world’s largest group of women in one 
profession, met this year at Chattanooga, Tennessee, 
in a four-day session. 

High light of the convention was an address by the 
keynote speaker, Mrs. Ivy Baker Priest, Treasurer of 
the United States. Commending the secretary as an im- 
portant element in the business world today, Mrs. 
Priest said: “I would like to see secretaries secure pro- 
fessional recognition, and I wish to congratulate your 
organization, the National Secretaries Association, on 
the excellent start you have already made in this direc- 
tion by conducting examinations and certifying quali- 
fied candidates as Certified Professional Secretaries. °® 

“From a psychological standpoint, the certification of 
professional secretaries has great current value even 
though, in terms of percentage, the number is small. 

“Let no one get the idea, however, that any select 
few, no matter how well-qualified, can succeed in rais- 
ing all to a professional level. It will take the patient 
labor of all secretaries repeating their daily tasks al- 
ways a little better, a little more intelligently, to ele- 
vate the reputation of the group. Tirelessly, day by 
day, secretaries must work to raise the positions they 
hold to professional status. As the level of their per- 
formance is raised, so, by degrees, will the secretarial 
profession emerge.” 

Another convention high light was the selection of 
Mrs. Alice Huntley, Los Angeles, California, as “Secre- 
tary of the Year.” Mrs. Huntley is secretary to J. H. 
Kindelberger, chairman of the Board of North Ameri- 
can Aviation, Inc. She was selected for the honor on the 
basis of education, experience, appearance, and poise. 
Mrs. Huntley was also one of the guests of honor at a 


Mrs. Alice Huntley (left) of Los Angeles, California, 
selected “Secretary 
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of the Year.” receives congrat- 
president, Cassandra Waterman. 


CONVENTION 
HIGH LIGHTS 


dinner that paid tribute to secretaries who have at- 
tained the CPS rating.* There are only 582 Certified 
Professional Secretaries in the United States. 

Outstanding among the business and education ses- 
sions held during the convention was the “Plus-Three 
Formula” panel—secretary, plus educator, plus man- 
agement, equal success. Top representatives from the 
business, education, and secretarial fields participated. 

Climax of the convention was the installation of 
newly elected national officers at a banquet on July 
23. The NSA roster for the coming term is as follows: 
Cassandra D. Waterman, Niagara Falls, New York, 
president; Mrs. Jeanelle B. Walker, Chattanooga, Ten- 
nessee, southeastern vice-president; Margaret Treanor, 
Lansing, Michigan, secretary; Mrs. Eleanor Lavelle, 
Port Arthur, Texas, southwestern vice-president; Helen 
Moe, Des Moines, lowa, treasurer; Martha Rosamond, 
Spokane, Washington, northwestern vice-president; 
and Clare H. Jennings, Chicago, Illinois, northeastern 
vice-president. 





* A CPS—Certified Professional Secretary—is one 
who has passed a comprehensive examination in 
areas of learning and skill related to her work: 
human relations, accounting, business law, eco- 
nomics and business organization, stenographic 
skills, and office procedures, The twelve-hour certi- 
fying examination in skills, techniques, and basic 
knowledge of six phases of secretaryship, is spon- 
sored annually by the National Secretaries Associa- 
tion. 

The 1956 CPS examination will be held May 4 
and 5. Deadline for sending in applications is De- 
cember 15, 1955. A copy of the latest CPS brochure 
may be obtained from the National Secretaries 
Association (International), Dept. TS-8, 25 East 
12 Street, Kansas City, Missouri. 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director. Popular Science Publishing Company 


Leave Personal Problems at Home 


NE OF PERSONNEL'S big- 
() gest headaches is the loqua- 
cious person—the person who for- 
gets when to stop talking. She is 
the secretary who packs up her per- 
sonal life each morning and brings 
it to the office. If she doesn’t have 
a woeful tale, she has a most excit- 
ing story to tell everyone, including 
her boss. 

When her boss asks, “Did you 
have a pleasant week end, Miss 
Jones?” she is never content to 
answer simply, “Yes, thank you.” 
Instead, she overwhelms him with 
a blow-by-blow account of the 
week end just past, and possibly 
a few other week ends for good 
measure. 

Most business offices today are 
quite informal and friendly. Your 
boss may even encourage such in- 
formal conversation. However, 
judging from my own experience in 
personnel, it’s the smart secretary 
who doesn't go into colorful detail 
about her personal life. She doesn't 
behave mysteriously, but she listens 
more than she talks. 


RECENTLY, SAM HENDRICKS, one of 
our advertising managers, was in 
my office complaining that of late 
Marjorie Roger’s work is not what 
it has been for the past two years. 
Marjorie is his secretary, and he 
admits she’s a good one. But he 
is beginning to wonder if he 
shouldn’t let her go and get an- 
other girl—one without so many 
personal problems. 

It seems that Marjorie is en- 


gaged to a young man who is just 
getting started in a law office. 
Marjorie would like to be married 
right away and continue working. 
Her family feels that she should 
wait until the young man gets set- 
tled. Mr. Hendricks doesn’t really 
care what they do, but he’s sure 
Marjorie’s dilemma is affecting her 
work. So, off with her head! 

I told Mr. Hendricks that I’d talk 
with Marjorie, and I did. She was 
completely flabbergasted, and then 
furious. She said she’s been living 
with her dilemma for the past five 
months, even before she became 
formally engaged, But Mr. Hend- 
ricks had only been complaining 
about her work for the past three 
weeks—almost three weeks to the 
day since she had told him about 
her problem. (He'd seemed so in- 
terested and sympathetic!) She 
hadn't given his complaints much 
thought, because she knew he was 
under pressure, trying to work out 
a campaign. And he always got 
cranky at such times. 

Her work, she assured me, had 
not suffered because she had _ per- 
sonal problems. “After all,” she 
asked, “who hasn't?” 

I agreed with Marjorie that near- 
ly everyone has personal problems 
and personal lives. She agreed with 
me that they are best kept out of 
the office. Now, she will put on a 
more cheerful front at work. 

Knowing Sam, I don't think 
Marjorie will lose her job. I cer- 
tainly hope not. I'd have great diffi- 
culty in replacing her. But some 
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secretaries have been replaced be- 
cause their problems outweighed 
their production. 


ONE VERY POPULAR GIRL of my ac- 
quaintance had managed her job 
and her beaux without any trouble, 
until she talked too much about 
her dates, which she often had on 
week nights. Soon afterward, her 
boss decided that her social life 
interfered with her work and that 
any girl who led such an exciting 
life couldn't possibly have much in- 
terest left over for the job! So, in a 
short time she found herself look- 
ing for another position, 

Fortunately, she found a new job 
without much delay, And she still 
has it because, “My new boss thinks 
I fold into the desk with my type- 
writer each day!” 

This may sound dull, and_ it’s 
only human to want other people 
(including the boss) to think of 
you as an exciting individual liv- 
ing a dramatic, adventurous life. 
But it may cause the boss to lose 
confidence in you as a secretary. 

The error that you made in to- 
dav’s letter may be attributed to 
the spat you had at home rather 
than to work pressure or the heat 
of the day. Your problems may be- 
come too unsettling, in spite of 
your excellent shorthand skill, typ- 
ing ability, and good looks. 

You, as a secretary, will be happy 
and make your boss happy, too, 
if you help solve business problems 
from nine to five and your personal 
problems from five to nine. 











how to improve your 





ELLO, Mr. Gibbons! How are you today?” 
“Well, hello, there-—er—how are you? Haven't 
seen you for a long time. How’ve you been?” 

While Mr. Gibbons chatted pleasantly with his visi- 
tor, his mind raced wildly trying to recall the man’s 
name. He knew he should remember it—he’d been 
familiar with this person for years. He tried strategy. 
He asked, “How’s the missus?” hoping the reply would 
be that Mrs. Whoever-it-was was fine. It didn’t work. 
Finally, at the end of the conversation, Mr. Gibbons 
used that old, old trick. 

“Well, well have to get together again soon. 
Here, let me write down your name and phone num- 
ber. Let’s see, how do you spell your name again?” 

The answer made Mr. Gibbons cringe. 

“J-o-n-e-s, Jones,” came the reply. 

Are you a name groper? Are you the kind who for- 
gets dates such as anniversaries, birthdays, or the 
one for Saturday night at eight o'clock? Do you send 
policemen climbing through windows because you for- 
got your keys? Or, worst of all, do you come rushing in 
to work at nine o'clock and find no one there because 
it's a holiday? 

In other words, how good is your memory? By itself, 


99 


a good memory won't make you a good secretary, but 
you can't be a top-flight secretary without one. Mem- 
ory is no substitute for judgment, but it provides the 
facts judgment is based on. It makes your experiences 
pay off for you. For experience can be valuable only 
if you remember what you learned—accurately. 

The first thing to know about a good memory is that 
you can have one—anyone can. And, no matter how 
good your memory is now, you can improve it. You 
could memorize the first page of your daily paper if 
you wanted to—and if it would have any value for you. 
Actually, there’s no limit to what your memory can 
do. But it does require good health and good work 
habits—and, of course, that always essential item, 
determination. 

With these, you are ready to go. But, as with most 
things, there is an easy way and a hard way to im- 
prove your memory. Here are some guides and short 
cuts to help you remember what's important, the 
things you need to know. Use these for rapid progress 
in improving your memory. 

Be sure you get the meaning. For information to 
be valuable to you, you must understand it. If you 
understand what your boss is trying to accomplish by 
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BY JOHN P. WHITCOMB 


Memory AND MAKE IT WORK FOR YOU 


the instructions he gives, you will do a much better 
job of remembering and will be able to act intelli- 
gently should the unforeseen develop. Too many sec- 
retaries just memorize a set of instructions without 
any attempt to understand what the whole process 
is about. The result is that they become confused very 
easily. 

Some things you must learn word for word. But, by 
concentrating on meanings, you will remember more 
things better and easier. 

Intend to remember. Can you remember which shoe 
you put on first this morning? Unless you go around 
barefoot, this question is apt to be a stickler. For- 
tunately, our minds are able to forget this sort of 
unimportant detail. But, unfortunately, we are in- 
clined to forget many important things unless we try 
or intend to remember. The degree to which you try 
or intend is all important. 

How can you improve your intent to remember? 
Here are four suggestions: 

1. Concentrate actively on things you want to re- 
member. Use some energy. Keep telling yourself over 
and over, “I’m going to remember this.” 

2. Practice being a keen observer. Look for de- 
tails—don’t be satisfied with a vague general impres- 
sion. The more details you give your mind, the more 
helpers your memory will have. 

3. Get interested. If you are interested, you’re more 
likely to remember. Little Johnny couldn’t remember 
a single date in history but knew all the batting aver- 
ages of his favorite baseball team. 

4. Give yourself a good reason for remembering. 
What will you use the information for? Why is it im- 
portant? 

Use helpers. Take advantage of every aid and office 
facility you have, or can have, that will help free 
your mind for important things. You frequently don’t 
need to remember the details of a letter or a report— 
just where to find them at the right time. You won't 
have to worry about forgetting that important lunch 
date if you write it on your calendar and you check 
your calendar daily. 

Look for the pattern. The young secretary who went 
to New York City seeking fame and fortune was com- 
pletely bewildered until she discovered the pattern 
of Manhattan Island—the avenues run up and down the 
long way; the streets run across the short way, and 
Forty-Second Street is considered Mid-Town. This 
knowledge didn’t prevent her from getting lost a few 
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times; but, by understanding the pattern, she was able 
to travel around fairly easily. 

Most complicated material looks worse than it is at 
first observation. Search for the pattern in it. Once 
youve found that, everything is much simpler to 
understand and remember. 

Use association of ideas. The more ways in which 
you can link a fact to other ideas, the better you 
will remember it. The reason is that memories are 
held fast by associated ideas. For instance, you might 
remember that your boss attends a finance commit- 
tee meeting every other Friday by relating it with 
the fact that the meeting always falls on pay day. 
And who forgets pay day! 

Group and number what you want to remember. 
Memories are like the people who own them: they 
work best when they know exactly what is required of 
them. For example, if you know there are five im- 
portant things you must attend to as soon as your 
boss announces that he is planning a trip, then 
youre off to a good start. If you can remember only 
four, at least you know you've missed something. 

Don’t let it slip your mind. Something you studied 
thoroughly today will be 60 per cent forgotten tomor- 
row. In a month, you'll be down to remembering only 
about 10 per cent of what you learned. To take the 
edge off such disastrous losses, try a follow-up review 
in a day or two. 

Use memory devices cautiously. Some memory de- 
vices such as rhymes, jingles, or key words are quite 
helpful. Most people know that September hath thirty 
days. But beware of too many of these devices or ones 
that are too complicated. They may just make things 
harder for you. 

Practice, recite, review. The more you use any in- 
formation, the better your mind will hold on to it. 
For best results, take every opportunity you have to 
use what you want to remember. One of the best 
ways in which to fasten a person’s name in your mem- 
ory is to use it as much as possible whenever you con- 
verse together. 

Nobody can get in good physical condition without 
a lot of hard exercise. By the same token, your mem- 
ory won't improve without a good mental workout. 
You can start right now by seeing how well you can 
analyze and digest the memory aids listed here. As 
soon as you know them thoroughly, begin putting 
them right to work. Remember—you can’t be a “mental 
loafer” and have a good memory. 
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Kathy's Alarm 


BY KAY ANN LEE 
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HETHER YOU'RE DREAMING over colorful 


vacation folders, sighing enviously over a baby- 


blue hardtop, or just pressing your nose against a dis- 
play window of new fall formals—if you're a real 100- 
per cent red-blooded American girl, you'll answer, 
“Naturally!” 

Assuming that your blood count is normal American, 
there is a solution to your problem of extra money that 
is so obvious you may have overlooked it. And we 
promise you don’t have to baby-sit, make cakes, dec- 
orate gourds, or tint photographs. 

What do you have to do? You merely have to recog- 
nize the plus value of your own secretarial skills. 
You've spent long hours of drill and months of hard 
work refining those skills, so it is simply good business 
not to limit their use. In school and on the job, you’ve 
mastered to an employable extent at least some of the 
following: typewriting, shorthand, machine operation, 
bookkeeping, filing, the ability to write letters, handle 
people, and use the telephone effectively. You've dis- 
covered that there is a full-time market for these skills; 
but have you considered their part-time job possibili- 
ties? If you're a student, a stenographer, or a house- 
wife, you can utilize your business know-how in lucra- 
tive work during those hours not devoted to your 
normal activity. 


By PLANNING THE USE OF OUR TIME, most of us can 
find at least eight hours a week to spend in making 
money for our own particular “dream” fund. If we can 
wangle at least $2 an hour—and many can average 


Do you need 
extra 


money. 


BY RUTH BRUNER 


more—in only one year that extra-special fund will 
swell by $800! We can't tell you exactly where you 
can find part-time work in your locality. Seeking it 
out calls for initiative and imagination. But a few 
suggestions may stimulate you to recognize oppor- 
tunities right on your own doorstep. 

The consulting field is wide open for super-secre- 
taries with experience and reputation. Many small 
offices and firms squander time and money using cum- 
bersome filing methods, inadequate printed forms, 
and wasteful dictation practices. After an intensive 
survey and a thorough study of present methods, an 
experienced secretary can rearrange the files more 
efficiently, suggest modifications and combinations 
of printed forms, and devise form paragraphs for 
routine letters—all for a sizable fee. 

How about using your shorthand skill? The secretary 
in my lawyer's office is doing that; she runs a pub- 
lic stenographic service in the evening at a local hotel. 
The men who regularly patronize the hotel have 
learned to save their work for her capable hands. 
A manufacturer's private secretary teaches shorthand 
several nights a week at one of the business schools in 
her city. A housewife in Texas, where there is consid- 
erable oil activity, makes excellent fees taking depo- 
sitions for the oil companies. 

Perhaps accounting is your strong suit. If so, you 
might get in touch with several small-business men 
who cannot afford full-time bookkeepers, and make 
arrangements to keep their records. Jane, a married 
friend of mine, has four permanent bookkeeping 
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clients who pay her sufficiently well to justify her 
renting a posting machine for home use. Many girls 
earn extra money filling out simple income-tax returns. 
Another opportunity for a girl who is quick with fig- 
ures can be found at a restaurant cashier's desk during 
rush hours. This has the added advantage of a free 
meal, which is pretty important today! 


FOR SOME LUCKY INDIVIDUALS, Opportunity doesn't 
only knock, but frequently breaks doors down! Two 
energetic roommates, who had an apartment over a 
gift shop in a suburban shopping area. pitched in to 
help the owner duplicate some promotional material. 
He was so grateful and pleased that he spread the 
good word around the neighborhood, Before the girls 
realized what had happened, thes owned a secretarial 
service of their own, complete with their names in 
gold lettering on an office door. Their part-time work 
snowballed into a new career; instead of working for 
other people, they are now hiring extra help them- 
selves, 

If everyone at your office brings you letters to com- 
pose, you must be pretty handy with words. Why 
not see if a direct-mail firm is interested in your writ- 
ing abilitv? Small radio and television stations often 


pay outsiders to write spot commercials tailored 





to specifications. Greeting-card companies pay for 
jingles, verses, and ideas for anniversary and holiday 
cards. Another “wordy” idea: Check those articles in 
the trade magazines on your boss’s desk. How about 
describing that new display idea your company de- 
veloped last month and sending it in? Your employer 
will probably be glad to help with that project. 
Perhaps your shorthand is a bit rusty, but you're 
a whiz on the typewriter. Many housewives, who 
are unable to leave home, work several hours a day 
for direct-mail firms, typing letters and addressing 
envelopes. Girls who live near college campuses have 


learned to type masters’ theses and have become 


specialists in whipping up term papers. One voung 
man | know types manuscripts for an eccentric plumb- 
er who is writing a family history; he is paid well 
for those endless pages of typescript. An enterpris- 
ing young lady who has a job in the county courthouse 
runs off a mimeographed legal news sheet every day 





for her subscribers and pays her little brother to 
deliver it. Manv girls make small extra fees for per- 
forming notary -public services, 

Even vour secretarial personality has its own plus 
values. You might use that charming telephone manner 
in part-time work as a telephone representative, or as 
a caller for telephone surveys. Your ability to handle 
all kinds of people might make you a cinch for sales 
twork—manyv excellent products are sold exclusively 


through home sales parties and personal contacts. 


To THE GIRL WITH SECRETARIAL KNOW-HOW and initia- 
tive, part-time work opportunities are many. Uncover 
them by any means, but don’t neglect the usual tech- 
niques. Many girls find that notices on school or col- 
lege bulletin boards and advertisements in school 
newspapers, neighborhood shopping news, or city 
newspapers produce rewarding results. Perhaps you 
can register for part-time employment at state and 
commercial employment agencies. But you should call 
personally on managers of small firms to sell them on 
vour efficient and economical service. If you're a stu- 
dent and can work during vacations or holidays, you 
might write letters to several large firms telling them 
you are available. Once you've started, word-of-mouth 
advertising from satisfied clients becomes your best 
source of extra-work assignments. 

A word of caution, however. Don’t forget that serv- 
ice, efficiency, and production are the key words to 
success. Even though you're not a full-time employee, 
the man who pays his money has a right to expect fair 
return. And you'll have no trouble in serving him well 
if you remember that his money is helping you trans- 
late those roseate dreams you've had for such a long 
time into a wonderful and exciting reality. 
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Some expert advice on 
how to make your 

first term in 

the shorthand classroom 


interesting and enjoyable 


kasy 


7OUVE JUST COMPLETED 
y your first month in the short- 
hand classroom. You are, in effect, 
learning a new language. But, if 
voure still in the stage where all 
those little pothooks, curlicues, 
circles, and curved and_ straight 
strokes seem like Greek, don’t be 
discouraged. Shorthand may seem 
like a strange and unnatural way 
of writing, but it’s actually some- 
thing you've been doing all your 


life. 


TAKE THE LONGHAND LETTER b, for 
instance. The shorthand character 
for b is the same as the downward 
stroke of longhand b. You 
have also been writing the large 
circle that represents your short- 
hand a, for it is taken from the a 
that you have 
times in longhand. 


your 


written so many 

Each and every consonant and 
vowel that appears in the shorthand 
Manual you are studying can be 
tied together in some manner with 





Does It! wy ox. 


your longhand writing. So, you see, 
there's nothing really new about 
the shorthand alphabet we _ use, 
though have 
aware of it You'll 
discover also that there is a definite 
relationship between the style of 
your longhand penmanship and the 


even you may not 


been before. 


kind of shorthand notes you write. 


ONE OF THE MOST IMPORTANT reso- 
lutions that you can make for your- 
self at this early stage of your short- 
hand career is to promise that you 
will maintain a 
schedule in preparing your reading 
and writing assignments. It won't 


daily practice 


be dull work. These lessons have 
been specially written to be of in- 
terest to you. The letters are actual 
business letters, while the articles 
are timely and even humorous. 
Such a planned study program is 
particularly valuable at the begin- 
ning of your study of shorthand— 
not that it isn’t also a factor in your 
future study of the subject. Years 
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GRES - Hunter College 


JOHN J. 


of successful teaching experience 
in the field of shorthand have con- 
vinced me that those students who 
faithfully prepare their daily class- 
work are the ones who make the 
greatest progress in mastering the 
theory of shorthand and develop- 
ing reading ability, and who make 
the greatest advance in dictation 
Quite 
naturally, these students secure top- 


and transcription speeds. 
flight jobs in business offices when 
they graduate. 

IN ORDER TO MAKE your study of 
shorthand more enjoyable, why not 
“team up” with one or more of 
your classmates in preparing your 
out-of-class assignments. By read 
ing together, you will save a great 
deal of the time that might nor- 
mally be lost in trying to figure out 
some new outline by yourself. 

Ot even greater significance is 
the value derived from taking dic- 
tation from one of your team or 
reading part- (Continued on page 45) 
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The Wet War 


BY MARGARET OTTLEY 
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How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 
his material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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Heatherlane presents an exciting costume story 





in black-watch plaid for fall—a “clan- 





chilla” waist-length jacket with velvet collar and 


matching flared skirt by Melba Hobson. A 









matching blue-white short-sleeved satin blouse 





with little collar and big bow completes 





this co-ordinated separates costume. Sizes 10- 


16. Jacket, $29.95. Skirt, $25.95. Blouse, $10.95. 








Available at the B. Forman Company, Rochester, 
N.Y.; Peck and Peck. Chicago: and the 
Separate Shop, Westport, Conn. 











































\ fashion find for any budget-wise secretary 

\ Dotti Originals blouse in seven-ounce wool jersey 
with a detachable white-linen collar. In black-and- 
white check with a red nylon organdy bow. or brown- 
and-white check with a brown bow. Sizes 32-38. $7.95. 
At John Wanamaker’s, Philadelphia; Shillito’s. 
Cincinnati: Bloomingdale’s. New York; and the 


Emporium, Los Angeles. 








Whispers of taffeta after 
hours... a sculptured. long- 
torso bodice is V-slashed front 
and back, with a black-vel- 
vet trim ending in soft, 

black folds. In black-and- 
blue plaid on a white back- 
ground. Sizes 8-16. 
$19.95. at Bonwit Teller’s. 


























/ 


Koret of California features this permanently pleated skirt, 





washable and press-tree. $14.95. Co-ordinated blouse. $6.95. 
Sizes 10-18, in a wide range of colors. At Kathy-Anne Shop, 
Dallas: Althea’s. Denver: and Bon Marché, Asheville, N.C. 


From Nelly de Grab’s fall collection comes a black- 
and-white “hand-loomed look” tweed cardigan jacket 
with matching slim skirt. Sizes 10-16. Jacket, $14.95. 
Skirt. $12.95. At Robert Kirk’s. San Francisco; Eddie 
Tanner’s, St. Louis; and Grace’s, Inc., Nashville. 















Donnevbrook’s matching “boy 
coat” for the suit on this 
month’s cover. In black- 
watch “clanchilla.” featuring 
patch pockets. a club 

collar. and pearl buttons. 
Sizes 8-18, $49.95. At Lord 
and Tavlor’s. New York; Ster- 
ling Lindner Davis, Cleveland; 
and Chandler & Co., Boston. 





Gry 
Wh 
ae GIVE YOUR MANICURE 


A PROFESSIONAL TOUCH 


Immaculately manicured finger tips say nice things about their owner. You can 

tell she’s an efficient person who knows the importance of good grooming and who takes 

time for the little details that add up to a smart appearance. Perhaps you wonder how 

she manages to keep her nail polish so perfect day in and day out. Could be that she splurges on a weekly 
professional manicure, but more likely she does her nails at home in a professional manner that gives 

her long-lasting results. If you follow the steps below, you, too, can give yourself 


a manicure that will look like an expert’s and, best of all, will hold up like one. 


BY HELEN WHITCOMB 











\ 
La Sag 


1. Moisten a bit of cotton with remover (it’s not neces- 2. File nails from sides to center, using an emery board. 
sary to saturate it). Press the cotton on nail for a Avoid filing deeply into corners. Then buff nails, strok- 


moment so remover has a chance to dissolve old nail ing in one direction only. Buffing stimulates circulation 


enamel; then wipe nail clean. and promotes healthier nails. 





3. Soak finger tips in warm soapy water; dry carefully, 4. Wipe each nail with cotton moistened in remover. This 
smoothing back cuticle with towel. Stubborn cuticle is important in making your polish last, as it removes 
should be pushed back gently with cotton-tipped any trace of oil or moisture that might prevent your 
orangewood stick dipped in cuticle remover. new enamel from adhering properly. 
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P rescription for 


Manicure Maladies 


If your nail enamel tends to chip or peel easily, your trouble may be due to one of these causes: 


1. A film of oil or moisture on the nail when the 
first coat was applied. (No matter how “clean” 
you think your nails are, always go over each nail 


with remover just before applying the base coat.) 


2. Enamel that is too thick or too thin. If your 
polish hardens. purchase some of the same manu- 
facturer's solvent and add a few drops to bring the 
polish back to its proper consistency. Never use 
remover for this purpose. 

You can postpone the inevitable thickening of 
nail enamel by wiping the neck of the bottle with 
remover before replacing the cap. This removes any 


polish that might prevent cap from fitting tightly. 


». Insufficient waiting time. A fresh coat of polish 
should never be applied before the preceding one 


has had time to dry properly. 


1. Forced drying. Putting your nails under cold 






K™a 
me~ eh 


3. Apply base coat. Start with your more difficult hand 
(your right, if you are right-handed), so that you 
will be less likely to smear wet nails. Allow to dry 
thoroughly. 





7. After each coat is applied, wipe a hairline edge from 
the tip of each nail, using the ball of your thumb. 
This bevels the edge of your polish, making it less 
likely lo chip. 


TODAY’S SECRI 


water. holding them before a fan or over a heater 
or radiator disturbs the proper drying process and 
will cause chipping in short order. 


5. Applying polish too heavily. You should re-dip 
your brush for each nail, but brush should not be 
so full that polish floods the nail. 


6. Applying polish in a breeze. A draft from an 
open window, a fan, or even heat from a radiator 


may cause bubbles as you apply your polish. 


7. Rough habits. Kind treatment is the surest way 
to prolong your manicure’s beauty. Such things 
as opening bobby pins, dialing telephones, using 
your fingernails for a letter opener, are hard on 
nails. Make it a habit to use the cushions of your 
finger tips rather than your nails whenever possi- 
ble. Use a pencil to dial phone numbers, and guard 


your nails in every way possbile. 


* 


UM <"4/ 


yy 4b 





6. Apply two coats of nail enamel, using the same rota- 
tion from right hand to left (or vice versa) as with 
base coat. Re-dip brush for each nail, Let first coat 
dry thoroughly before applying second. 





$. When nail enamel is slick to a light touch, apply one 


of the special top coats that give glossy hardness and 
gleaming brilliance to your nails. Apply lightly and 
rapidly in a thin coat, using few strokes. 
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PENNY-WISE 


wardrobe planning 


BY JEANNE PENNIE 


HEN YOU were a little girl, your mother told 

you to “brush your hair a hundred times every 
night” to make it silky and smooth. As you grew a little 
older, she taught you how to care for your hands—to 
push back the cuticle, to file the nails and buff them— 
and still later she showed you how to put on lipstick 
and to care for your clothes. By the time you were 
attending proms, your mother or your older sister (or 
somebody else’s) had taught you dozens of little 
grooming tricks, and by reading and comparing notes 


with friends you'd gleaned many more of your own. 
But did anyone ever teach you how to care for your 
pocketbook? Not the handbag you carry each day, 
but—figuratively speaking—the “pocketbook” that af- 
fects so many of the decisions you have to make 
every day. 

For the price-conscious young business woman there 
are many small, individual economies she can practice 
to make her dollars and cents go further; but there 
are also some expenditures that can prove to be “sav- 
ings” in the end, particularly in regard to clothes buy- 
ing. Some of these wardrobe and “pocketbook” 
stretchers are “classic” clothes, fabrics that travel the 
seasons, individual pieces that can be worn all year 
‘round, and end-of-season sales. 


Ik, WHEN YOU THINK OF A “CLASSIC” DRESS, you imme- 
diately picture it as a tailored shirtwaist in a sturdy, 
long-wearing fabric in a color properly conservative 
for the office, your thinking is older than you are. To- 
day’s classics are more a state of mind that reflects it- 
self in your added poise and self-confidence. They are 
“classic” in their simplicity of line and beauty of detail. 
but are definitely not restricted to certain colors nor 
to any particular material. 

Your own personal “classic” could as easily be a 
bright-red flannel dress as a navy-blue crepe, and this 
year youd be heading the fashion parade. That 
pleated skirt of your school days when topped by a 
contrasting middy or box jacket, a beanie, string 
gloves, and a purse could be the most classic piece 
in your wardrobe. It would be ideal for the office and 
could go to the movies afterwards with equal effect. 
The casual, but finished, look is especially newsworthy 
this fall and might well make this the time for bring- 
ing back into your wardrobe clothes you haven't worn 
for several seasons. 

Take everything out of your closet and look at each 
piece carefully. First of all, try each on. Does it fit well 
or could it be a little snugger, a little looser? Does it 
need new buttons or a new collar? Would a different 
belt be an asset? Now, is the garment clean? If not, a 
trip to the dry cleaner’s is your next step. Finally, after 
youve taken stock of your personal collection of 
“classics” and decided what it will be possible to uti- 
lize, consider what you might profitably add. Wear the 
“old” garment when you go shopping, and try it with 
things you would ordinarily pass by. 


ALONG WITH THE IDEA of building around what you 
have, comes the practice of buying pieces you can 
wear from one end of the year to the other. Sweaters 
are favored season spanners, and last winter’s flame- 
colored cardigan will appear equally well over a pink 
linen sheath in June as topping a tartan wool in Oc- 
tober. A full, pastel tweed skirt might appear on a cool 
spring day and again for a holiday party. 

Another purse expander, the end-of-the-season sale, 
when reductions in merchandise offer unlimited op- 


portunities to start next (Continued on page 45) 
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Stop That Run 


F YOUR HOSE have been the 
| target for snags from a rough 
desk edge, file cabinet, or chair, 
Hol-Flex “Foil-A-Run” ‘stockings 
may solve your problem. 

The “Foil-A-Run” feature is a 
new and unique construction by 
which other stitches are locked in 
place if you snag a single thread. 
Though they look like other stretch 
stockings, you soon see the differ- 
ence when you snag them. Just 


reach for a pair of scissors, hold the 
snagged thread away from the 
stocking, and snip it off. You then 
pull the stocking in the area of the 
snag; the damage disappears and 
the other stitches automatically 
lock themselves in place. 





While the stockings will run if 
vou are unfortunate enough to pull 
two or more threads at the same 
time, surveys show that most runs 
are caused by one-thread snags, 
and these hose can take dozens of 
one-thread snags without running. 

These Holeproof Hosiery Com- 
pany Hol-Flex stockings are knit in 
four sizes to assure perfect fit: A 
for the very short range; B for the 
8% to 9% medium range; C for the 
10 to 114% medium range; and D for 
the long range. 

Unless you wear only one color 
to the office, you will be wise to 
select your new stockings in at 
least two shades. Choose one to 
suit the dominant color in your 
wardrobe, the second to harmonize 
with the other colors you wear, and 
be assured of flawless legs “on the 
job” at all times. 





what a combination! 
your legs can’t feel it 


What a lovely way to get one lovely long line with- 
out interruption! Legs completely free, courtesy 
of Gossard’s up-shaping and elastic net edging. 
steve semiticce@etlatie-linm lemons eB t-luck-lele mylar Mm Mals 
rest of you, silky smooth in elastic net. Boneless 
pull-on. White. B cup. $16.50 


at leading stores and shops or write us, we'll tell you where 
THE H. W_ GOSSARD CO. 111 N CANA! “7 CHICAGO6 © New York © Sanfrancisco @ Atlanta e Dallas e¢ Toronto 
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NEW Cape nt Made From OLD Fur Coat 22:95 


Now have that old, out-of-style, even discarded 
fur coat remodelled into a lovely new cape, 
with new lining, interlining, monogram, fur 
cleaned, glazed all only $22.95. Write for Mor- 
ton’s new brochure of exciting 20th Anniver- 
sary values, showing 25 new styles at $22.95, 
many including fur hat, muff or fur tote-bag 
Or order from styles pictured. Just mail us old 
coat, state dress size and height. Pay when com- 
~~ new style arrives. Morton’s work praised 
»y editors of HARPER’S BAZAAR, GLAMOUR, 
MADEMOISELLE, REDBOOK, many others. 
Order by mail today. 


MORTON'S, Dept. 54-J, 312 Seventh a N.W. 


Washington 4, D. 








the new Juliette® in lovely pastel colors 


LADIES’ ELECTRIC RAZOR, $3.95 


Wonderfully efficient for lovelier legs, smooth under- 
arms with never a nick or irritation. Quick, powerful 
AC. Pink, blue or ivory, attractive gift boxed, matching 
leatherette travel case. State color choice. Send check 
or M. O., $3.95 ppd. Money-back guarantee. (Free— 
personality development gift catalog.) 
Mrs. Fields Shopping Service 
Dept. YS10, 237 Huguenot St., New Rochelle, N. Y. 











New Way to Improve 
Your English 


poe English can handicap you more 
than you may realize. What may seem 
like a little error to you is a sign of lack 
of education to others. A command of 
effective English makes you more force- 
ful confident » Opens up freater op- 
portunities to you 

Don't allow yourself to be embarrassed 
by mistakes in grammar, spelling, pro- 





Sherwin Cody 







nunciation, use of words. In just 15 min- 
Correcting Invention can 
FREE greatly improve your 
lish tells all about it No obligation. 
Tele) 4 No agent will call Address: SHERWIN 
CODY COURSE IN ENGLISH. 17410 


utes a day——Sherwin Cody’s 100% Self- 
English. 32-page FREE book on En¢- 
Central Drive, Port Washington, N. Y. 








Here’s What You DON’T Learn in School! 


Yes, here it is, girls: 1955's ‘‘101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 














° 
Money-back 


Today’s Secretary 
Goes Shopping 





For your leisure hours at home. 
This utterly feminine gold-butterfly 


robe will make you feel like a queen 
when you're watching your favorite 
TV show or catching up on your read- 
ing. Fashioned of a luxurious acetate 
quilting that keeps you cozy and warm 





when the wind is howling outside. 
And, if you’re looking for a gift that’s 
difterent, here’s one that is truly ele- 
gant. Sizes 10-18. Postpaid $14.95, 
from The Hope Chest, Inc., Dept. TS, 
115 Chauncy Street, Boston, Mass. 


Glo-Candles give a soft, beautiful 
light--lend atmosphere to any party or 
dinner table. Best of all, you can make 
them yourself. Many clubs and church 





groups find candle making and the 
selling of candles profitable as well as 
interesting, especially at this time of 
year. Candles you’ve designed with 
special personal touches make excel- 
lent, inexpensive gifts for people you'd 
like to remember with more than a 
card. Complete instruction book show- 





74 MULBERRY ST. LYNN, MASS. 


ing how to make all kinds of Glo- 
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Candles only 10 cents, postpaid. Free 
price list for material needed. Write 
D. D. Mar-Ro Company, Dept. TS, 
Box 675, McPherson, Kansas. 
Belt of 


Monogrammed polished, 


genuine leather to give your skirts and 
blouses that costume look. Belt is two 
inches wide, has polished brass buckle 
and three-letter monogram. Looks as 





if it cost twice the price. Sizes 24 to 
30 in jet black, garnet red, or tawny 
tan. Just $2.95, postpaid, from Vernon 
Specialties Company, 156 Fourth 
Avenue, Mount Vernon, New York. 


Photo-Lampshades for the truly 
personalized gift. Can be made from 
any black-and-white negative, a clear 
black-and-white print, or from color 
transparencies, etc. Maps, 
and drawings can be used, too. Avail- 
able in clip-on shades, 10- or 12-inch 
drum types, four-sided (for a variety of 
subjects), TV table lamps, etc. Shades 


paintings, 





can be hand-colored in oils if desired. 


Prices start at $2.95. For complete 
information, write The M. and G. 
Mailmart, Post Office Box 17, Jamaica 
2, New York. 


“Quickies,” 


notes, thank-you’s, and general corre- 


a new idea for quick 


spondence. They are double-postcard 
size (5% by 7 inches, open) and need 
no envelope. To seal, just fold at cen- 
ter, tuck top half into slot in lower 
half, address, and your “Quickie” is 
ready to mail. You can say a lot on a 
“Quickie” and they are very conven- 
ient to use. Stock up now, and keep in 





e 


touch with those charming vacation 


acquaintances. Be prepared for per- 
sonal holiday greetings and thank- 
you's. Package of 48 cards in assorted 
colors, $1.25, postpaid. Or save 75 
cents and buy three packages for $3, 





postpaid, from Everett A. Anderson, 
Dept. TS-117, Box 3, Wheeler, Ore- 


gon. 


Saving money can be fun instead 
of a chore when you use the Perpetual 
Date and Amount Bank. By feeding 
the bank 25 cents a day, you keep the 
calendar up to date and, at the end 
of the year, you'll be almost $100 
richer! Also registers the amount. 
Automatic saver tor vacations, gifts, 





and clothes. Available now at a spe- 
cial price of only $1.99, postpaid. 
You'll want to order several for gifts 
and take advantage of the discount: 
three banks for $5.75. Leecraft, Dept. 
TS, 300 Albany Avenue, Brooklyn 15, 
New York. 


Gay Gaston, a_ fluffy, washable 
French poodle of cotton yarn, is all 
dressed up to go straight to your 
heart. His jaunty yellow straw bonnet 





is trimmed with five multicolor flower 
buds and gay red-and-white striped 


hatband and streamers, Ile also wears 
a colorful grenadier collar. The clever- 
ly designed body is wired for action, 
can be bent into many amusing poses 
for added decorative value, or for 
play. A wonderful pet for children of 
all ages. Use him to dress upa bureau 
or knick-knack shelf. 

Gaston is seven inches tall and five 
inches long from his pert nose to his 
knobby tail. Comes in white or pink, 
and he’s cellophane wrapped. Just 
$1.50, postpaid, from Franklin-Mon- 
roe Company, Dept. 206, 817 Norton 
Street, Rochester 21, New York. 











EMBROIDERED SATIN 


BOUDOIR MULES 


Imported from British Hong Kong! 


ONLY 


$1.98 


per pair, ppd. 


From the far East 
1 it fit fave i 
ta i | neess 
ra sie 

! t k - 
} rt tt 
Or 11 " 
in fast ' . 

Choose these beautif , ppere 

car ' black ' 

bl All) as hands i ' 

gay t phat ha “t ! 

cushiones ature leatl . s. State size, first 


and s¢ do color et 
No C.OD.'s P 


Send for our unique 
FREE Christmas Catalog! 


AGNESTRONG LTD. 


120 Pearl St., Dept. T-11, New York 11 








Only by KILUNG THE HAIR ROOT con you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 
and social happiness. Do not use our method until 
you have read our instruction book corefully and 
learned to use the MAHLER METHOD sofely and 
efficiently. Used successfully over fifty yeors 


FOR BOOKLET ®> 


PROVIDENCE 15, R. I. 





MAHLER'S, INC, Dept. 85-N 








What Is Your’/|.Q@./“? 


AT LAST—you may take an approved, reliablk 
adult intelligence test in home privacy and con 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others knou 
Total fee only $2.00, University Test Bureau 
Desk D4, Box 401, Palo Alto, California. 

















“BEAUTY -TRIX” 
E, [ U I - i . 
The GLAMOUR BEAUTY Manual 

= auty-Trix Manual tells “Secrets” as used by the 
STARS” to achieve glamour . . . Hair Styling; 

Inexpensive Beauty treatments, ete, Every Secre 

tary will want one. Only $2 

FREE —for prompt ordering Making-Money At 

Home Addressing Envelopes” 


STERLING, Great Neck 80, N. Y. 
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LOOK 


. ENJOY BEAUTY WITH 
JANIES! New patented 
JANIES help control grav 
ity, prevent feet from slid- 

by 





holding feet neatly cer 
within confines of 





ar AFTER 


st 
- ENJOY COMFORT WITH JANIES! aX 
JANIES provide the cus \w 
‘feel’’ of platforms in singie- - 
wes: help prevent slipping ‘is 
. protruding in open shoes; hurt- 
ing in closed shoes, etc! 
EN JOY ECONOMY WITH JANIES' 
effective me a | 


New improved JANIES are 





in all shoes, all heel heights, JANIES 

WILL double the useful life of your 

hoes saving you ten times their cost! 2iB-On 4 
JANIES are only $1.25 a pair, plus 25¢ 

handling, or 4 pairs for 85.00. In Grey 


Black, Brown, Red, White or 

STATE SHOPS SIZES & COLORS WAN 
ED. MONEY-BACK GUARANTEE. 

NEW! Introducing the heel with REPLACE- 
ABLE LIFT GUARANTEED NOT TO SPLIT! 






REPLACE your broken or old-fashioned heels 

with FITZ-ON-—the heels with the plag in, 14, 
replaceable nali-less top lift & reinforcing 

metal shaft Comes in the siim, graceful 

24", 2% wrdan shape! FITZ-ON e 
HEELS & R PLACEABLE LIFTS $2.75 pr 


ppd, State shoe size. Your cobbler can cover 

& attach them Or send shoes & 83.95—we'll attach FITZ-ON 
HEELS & 2 weeks, EXTRA REPLACEABLE 
LIFTS—S%ec pr. (min, order 3 pr.) No platforms accepted 


JANIES 1865E University Ave., N. Y. 53, N. Y. 











THE AMAZING, NEW 


we BEAD STRINGER \ 
and KNOT TYER 


—_ by POST 








: 


Re-string beads quickly, 
easily, professionally with 





this remarkable new inven- 
tion. Resulting strands are 
strong, durable. Makes strings 
of beads as long or short as 
you desire Ties knots very 


close between beads and at 


a 


clasp protecting strand against 
breakage. Made of metal. Com- 
plete with bead cord and full 
instructions. 
“I SATISFACTION GUARANTEED! 
Postpaid! We ship daily! 


POST EL. COMPANY, INC. 
Box 335R, Andover, N. J. 


DOOOOOL 





We'll Send a Box of Christmas Cards 


EXTRA MONEY! 


Rush name, address today for sensa- 
tional, new, fast-selling ‘‘Feature”’ 21- 
Card Christmas Ass’t. Show friends, 
neighbors, everyone for easy, big pro- 
fits. Get facts about 50 money-makers 
such as *‘Tall’’ Jewel Scenes Assort- 
ment, Christmas Humorous Assort- 
ment, Religious Ass’t., Winter Magic Pho- 
tochromes Ass't., Gift Wrappings, ete 








“ plus many Everyday Greeting Card Ass ‘ts., for 

»* Birthday sand other occasions. AlsoChildren’s 
Book Imported Napkins, Stationery, Gifts, 

\ many others. You make up to 60c per box 


m each box you sel! 


» SEND NO MONEY! 2 re 


Feature’’ ¢ Cchsheues Caed, As 
, on approval, with complete 
y making plans, aod samples of 


hristmas Curds FREE No ex 





*~ mor 
priced P 
perience nee 


WALLACE BROWN, 11 East 26th St., Dept. T-44 New York10,N.Y 












WRITE LIKE p College Gradu 


If you lack complete college training in English you can now 
vocome an eflective speaker, writer, and conversationalist 

without going back to school. With the new CAREER 
INSTITUTE METHOD you can stop making mistakes in 
English, build up your vocabulary, speed up your reac ding, 





acquire real writing skill, learn the ‘‘secrets’’ of fluent con- 
versation. Method successfully used by ‘eemnanie Takes only 
15 minutes a day at home. Costs little. 32-page booklet mailed 
FREE upon request. Send card or letter NOW 


Career institute, Dept. 14510, 25 E. Jackson, Chicago 4 








Simplest, fastest nicest-looking 
POCKET ADDING MACHINE on the 
market! Adds or subtracts numbers 
to 909.999.9090 Imported from 
West Germany Has fine custom 
finish like expe ive German car 

eras Come in beautiful leather 
etul! For busy women of today 
this accurate eany-to-use handy 
mal « , i] computator i ideal 
Each only 85 from The Somerset 
Overland Co Dept. 3c, James St 

R.D 6 Somerset Pa Satisfac 

tion or money back. 
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Advertising Terms in GREGG SIMPLIFIED 


account executive 


agote line 


airbrush Q, 
alignment ( C_H@— 
JO 
Associated Busi- C 
ness Papers 4 
‘si 
Audit Bureau of > 


Circulation 


bearers 
Ben Day process 


billboard advertising 
blowup 


boldface 
Bristol board 


broadside © 
brochure 

burnishing CG 
caption ‘2 
cartoon 


cash discount 


cellophane 
center spread 


chromatone 
classic 


classified advertising 
closing dote 


cooted paper 
color separation 


combination plate 

commission A ss 
competitors = 
compositor 


comprehensive = 
condensed type J 
continuity strip ; 


co-operative advertising 


copper etching 
copperplate 


"A 
copy writers 

criteria "ie. 2 
cylinder é OE pail 

deckle edge ates i 
deletion F ch 


oe 


on 
PZ 


diacritical marks 


diagram 
dimensions 


direct-mail campaign 
distorted 


dodger 
double-page spread 


“YG 
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pet OF 


Compiled for Today’s Secretary by Eleanor M. Perz 


dropout Cb 
dummy 

Ye 
duotone A O— 
dynamic "id 
elaborate ec — 
electro Cae sa ss 


embellishments ——— 


embossed " 


cng “3 
en . 


endorsement a 


engraver's proof ai a 
esquisse vie) 


enclosures 


ethics st3e 
exposure iz 

- 
facsimile 3 ? 
fidelity a — 


flat-bed presses 
flexibility 


font — a 
format : 

foundry proof 2G 
four-color presses Arn 7 
fractional space Cor 


frisket icy b 
a 


Lea? 


galley proof 
geometrical 


giveaway 

glossy print i —~-+ 
oe C 

gutter , ih. sv 


C.F 


hairline space 


halftone > 

harmony Oa 

highlight halftone C2— >= 
illusion 77 


imperfection 
indecisive “S 
" $j 
indemnify Y a 
ingenuity 
t= 3 


= 


insertion order 
intaglio 


Intertype 
island position 


italics 
jingle 


juxtaposition 
Kodachrome 


layout i 
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NOW IS THE TIME TO STRIVE FOR 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


RANSCRIPTION of your short- 


hand is one task in which your 


office friends cannot really help 
you—not without your losing pres- 
tige in your job and confidence in 
vour ability! Do not, therefore, call 
on any of your classmates to help 
vou with a transcription project 
while you are in training. No mat- 
ter how unsatisfactory you know 
the first transcript to be, let the 
work done be the result of your 
own effort, and yours alone. 

You will improve. You cannot 
expect to be letter-perfect in the 
beginning; but, if you note the mis- 
takes you make in your transcripts— 
if you strive to overcome any weak- 
nesses in reading your shorthand, 
in spelling, punctuation, grammar, 
and in quality and speed of typing— 
the quality and the quantity of your 
transcription will improve. Learn- 
ing to write good notes is an im- 
portant factor when laying the 
foundation of the transcription 
speed and skill required of a com- 
petent stenographer. 

A second factor is skill in typ- 
ing. Learn from the beginning to 
arrange letters and other copy 
pleasingly on the letterhead or 
sheet. Typewritten copy should be 
correctly centered, and typing 
should be smooth and accurate. 

Spelling, grammar, and punctua- 
tion are very important. If your 


PERFECT 


TRANSCRIPTION! 











attention is called to a misspelled 
word, note the correction and study 
the word until you can spell, divide, 
and use it correctly. 
One more thought: 
the loss of your first job by mak- 
ing a rough draft of your test let- 


Don't risk 


ter or letters. Strive to type a 
mailable letter the first time! 

This Department is offering a 
brand-new series of transcription 
tests, with attractive awards that 
are available to students in tran- 
scription. Ask your teacher or of- 
fice supervisor to obtain the tests 
and rate your ability this month! 
The tests are published in Business 
Teacher, a magazine that is mailed 
to bona fide business 
and/or office supervisors. 

Now is the time to strive for 
perfect letters—and practical tran- 
scription skill. 


teachers 
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(ACHIEVEMENT RECORD 


THIS DEPARTMENT has an attrac- 
tive two-toned Achievement Record 
Album, for only 25 cents, that will 
hold twelve or more certificates. A 
list of the certificates that, if earned, 
will qualify you for the large Cer- 
tificate of Vocational Competency 
is given on the inside front cover 
of the album. 

The value of this album is in 
the fact that every unfilled page 
is a challenge to you to strive for 
the award to fill it! 

Students use the album of cer- 
tificates when applying for posi- 
tions, as a testimonial of their ac- 
complishment in school. The book 
arrests attention and makes a fa- 
vorable impression on the prospec- 
tive employer. We know of many 
graduates who obtained immediate 
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interviews and positions on the 
strength of this evidence of ac- 
complishment. 

Set your sights high this year, 
whether you are striving for a pro- 
motion in the office or are training 
for a superior position when you 
graduate. Make a list of the awards 
that you mean to win, and check 
each one off as it is earned. 

Setting up these mileposts to 
mark your progress in the attain- 
ment of proficiency will make study 
more interesting and will enable 
you to reach more quickly the 
goal you have set for yourself. 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


Y ou may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior O G A certificate or pin. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material. 

you will get the 

Senior O G A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 


40 


Among the first awards that you 
will earn is Junior Membership in 
the Order of Gregg Artists (for 
shorthand writing) and Junior 
Membership in the Order of Ar- 
tistic Typists (for even touch and 
accuracy in typing). Turn to the 
tests—the Junior OGA is given be- 
low and the Junior OAT is on page 
41—and try taking them this month. 


Either pen or pencil may be used do not have an album, send 

in writing the shorthand test. The cents to the Gregg Awards “ser 
award is earned on the fluency and ment, 16th Floor, 330 West 42 
accuracy of your outlines. Street, New York 36, New York, 


The Junior OAT Test should be 


and we will mail one to vou 
typed without error, neatly placed 


mediately, postpaid. 


on a sheet of paper, with the head- 
ing appropriately centered. Prac- 
tice it until you make a good copy. 


WE SHALL LOOK FORWARD to seeing 
your first tests. We know that you 
will earn many attractive awards. 
See how many of these awards 
you can win this month for your 
Achievement Record Album. If you 
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“IT’S JUST A LITTLE COLD” 


Lots of people think it’s “just a little cold.”” But people who are 
already weakened by colds make easier targets for such serious dis- 
eases as pneumonia, influenza, tonsillitis, or bronchitis. 


If you take the simple precautions outlined below when you have 
a cold, chances are good that you won’t be one of the thousands of 
victims of pneumonia this winter—or one of the countless victims of 
other frequent complications of respiratory infections. 


hwWNnH = 


When aco 


Drink larg 


ld strikes, get all the extra rest you can. 


Wear warm clothing—avoid drafts and sudden chilling. 


e quantities of fluids—milk, juices, water. 


Treat that sore throat to a gargle—add a teaspoonful of salt 


or baking soda to a glass of warm water. 


It may help, too, to take a hot bath or to soak your feet in hot 
water and to drink a hot lemonade before retiring. But be sure to 
avoid chilling. Take a laxative if needed. 


An ounce of prevention, however, is still worth a pound of cure. 
Do your best to avoid colds. Eat plenty of vitamin-filled fruits and 
leafy vegetables. Eat better breakfasts. Don’t skimp on your sleep. 
Get regular exercise—some of it outdoors. And avoid snifflers! 


—‘‘The Kalends” of the Waverly Press 
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OAT 
SENIOR 


Senior candidates must 

submit this month’s complete produc- 
tion project—the two- or three- 
paragraph letter from Lloyd Hamilton, 
Personnel Director, and the en- 
closure to accompany it, which appears 
at the bottom of the page 

as the Junior test. 


Plain paper may be used for both, 
or a letterhead for the note 

to Mr. Reilly if you prefer. This 
material may be practiced until you 
are satished that you have produced 
your very best work. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for cach certificate; 50 cents 
fer each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. « Be sure your name 
and address appear on your paper. 

Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each cahdidate. + October 
copy is good as membership tests 
for OAT, CT (page 42), and OGA 


awards until November 20, 1955. 











OAT 
JUNIOR 


Arrange this article on a 

full sheet, as attractively as you 
can, typing the name of the 
magazine from which it is taken 
either with the title or 

at the end of the copy as it is here. 
Make your work (1) neat and well 
placed, (2) without strikeovers or 
typographical errors, (3) uni 
formly spaced throughout, (4) 
double-spaced between paragraphs, 
even in single-spaced material, and 
(5) be sure to spell and 

punctuate correctly, 


Copy may he retyped as often 


as you wish. Then send us the best 
specimen that you make. 
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PCTOBER 
a ¢ C 


COMPETENT 


TYPIST TES 


T 





To compute 
speed, divide total by number of minutes; or, to 


error before dividing by number of minutes. 


speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
get net speed, subtract 10 for each 





Words 


One of the most interesting of our 
states is the youngest of them all—Ari- 
zona. Tucked away in the southwestern 


part of this great country, it is now one 31 If you listen to the weather reports 
of the most popular tourist resorts in 39 of the nation during the fall and winter 
the land. If a traveler wants to see the 47 months, you are apt to hear that Ari- 
desert at its very finest, he can see it in 56 zona has both the lowest and the high- 
this great state in the Southwest. Over 64 est temperatures in the country. Its 
a thousand varities of cacti, which 72 high mountainous areas may be setting 
bloom in all their glory in the Arizona _ 80 a low record for cold while, on the same 
springtime, are a part of the many 37 day, tourists may be swimming in the 
splendors of this state. It is the home 95 middle of the afternoon in the sun- 
of the giant saguaro cactus, the scor- 102 swept valleys of the state. In one little 
pion with its lethal tail, the gila mon- 110 city in a valley that is nestled near a 
ster, and the cactus wren, all of which 118 beautiful high mountain, people can be 
help provide the setting for the tradi- 126 sweltering in the afternoon sun and in 
tional atmosphere of the Old West. 133 half an hour can drive up the mountain 
But the state is not all desert. Its 140 and find air so fresh and cool that only 
great irrigated valleys, fed from the 148 heavy clothing is comfortable. 
watersheds of the high mountains, are 156 The state is a haven for the perennial 
the most productive in all the land. 163 sportsman. Throughout the entire year 
These fertile valleys give us some of 171 he can fish or hunt for the finest game 
the finest cotton in the world, lettuce 179 in the world. The mountains provide 
and carrots that are at a premium in the 187 excellent hunting grounds for deer, 
elite hotels in our metropolitan cities, 195 wild pigs, and turkeys; and, in the val- 
great fields of hay and grain that are 203 leys, the hunter will find doves, quail, 
second to none in quality and yield. 211 ducks, and geese. Tasty trout swim in : 
There are also acres and acres of the 218 the streams and lakes of the mountain 
finest citrus fruit and dates, which are 226 areas, and the rivers provide some of 
in great demand for breakfast and din- 234 the largest and finest catfish to be 
ner tables all over the world. 240 found. In many sections of the state the 55: 
In its early territorial days, Arizona 248 hunter can look forward to the open 
was one of the great producers of pre- 255 season on antelope, elk, and buffalo. 
cious metals. The legends of the state 263 Tourists are often surprised to find 
are filled with the stories of the pros- 271 that more than a dozen Indian tribes 
pector who, faring forth with his grub 279 are living on the Arizona reservations, : 
stake and his faithful burro, suddenly 287 which occupy more than a third of the 
found untold wealth in silver or gold in 295 area of the state. Indian jewelry, rugs, 
the mountain or desert land of Arizona. 303 and blankets, in all their native beauty, 
But there is also the tale of the man 311 are available to those who want rare 
and his donkey who failed to find riches 319 and exquisite pieces of Indian craft. 
(Repeat from the beginning to complete a ten-minute test.) 


- 


‘ 


W ords 


but did find great thirst and finally 
death on the cruel sands of the Arizona 
desert. 


Written especially for Gregg Awards candidates by Dick Mount 
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from shorthand. Compute your rate 


The material below is page, and it is 
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CARTER’S 
SUPER NYLON 
RIBBON 


ARTER'S Gupes NY 


Carter has the newest in 
“before -five fashions”... the 
Super Nylon Ribbon. 

You'll set office styles by creating 
the most beautiful and 
distinctive letters with the latest 

and best in typewriter ribbons. 
Super Nylon has the Silvertip 
Clean End .. . 
No need to touch the inked ribbon when 
changing Super Nylons...no more inky 
fingers ... no more smudged clothing. 
Super Nylon is extra long. . 
Gives ribbon longer ‘‘rest’’ between 
typing blows. 
Super Nylon wears longer . 
This means less ribbon changing.. 
economy, saved time. 


V CHECK YOUR OFFICE FASHION IQ... send 
for FREE copy of “HOW TO BE AN EXPERT 
ON CARBONS AND RIBBONS”. 

Mail coupon below. 


*-. 


» more 














[rrr nr 7 
| THE CARTER'S INK COMPANY, Dept. K-10 

| Cambridge 42, Mass 

| Please send me your booklet ‘How to be an Expert 

| on Carbons and Ribbons” 

| 

Noame—.....-. 

! 

| Firm——— — 

| 

| Address a 

| 

| City ee 
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OFFICE SHOPPING CENTER 





Portable Addressograph Model 30. 
Designed to meet repetitive writing re- 
quirements (such as addressing) of de- 
partmental and small business operations. 
Features long-life carbon ribbon that pro- 
duces fine-line printing. Plates, files, and 
hands stay clean. Does an hour’s manual 
work in a few minutes. The model weighs 





only 19 pounds, occupies less space than 


Has 


a typewriter 
with 


automatic 
refile 


plate feed 


automatic in original order. 
Provides for visual selection of plates 
while a run is being made. Priced at 
$115 f.o.b. Cleveland. Write Addresso- 


graph-Multigraph Corporation, Dept. TS, 
1200 Babbitt Road, Cleveland 17 


Fireproof Personal File for documents, 
checks, and tax information. Snap-lock 
assures safety, privacy. Lower. sliding 
drawer has index file for canceled checks. 
Upper portion has indexed cards for al- 
phabetical arrangement of papers. Useful 





office. Convenient size 


in the 


at home or 


(12% by 15% by 10 inches) and carrying 
handle make it easily portable. In gray 
or green, $9.95, delivered, from Mrs. 
Dorothy Damar, Dept. TS, 809 Damar 
Bldg., Newark 5, New Jersey. 

Flagship introduces a metallic-back 


carbon paper that is said to eliminate 
copy-streaking problems and yet yield 
copies of remarkable color strength. 
According to the manufacturer, use 
of typewriters with high feed-roll tension 
has resulted in numerous copy-streaking 


difficulties. Flagship reportedly produces 
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copies with excellent color reproduction, 
fine erasability, and unusual cleanliness. 
It is available in a variety of weights and 
writing strengths. At stationery stores, or 
write to Allied Carbon & Ribbon Mfg. 


Corp., Dept. TS, 165 Duane St., New 
York 13, N. Y. 
Pres-To-Line Copyholders are now 


available in color to match. the new pastel 
typewriters—every make and model now 
on the market. These copyholders are 
built to become an actual part of the type- 
writer, so color is doubly important. The 





new colored copyholders are made in 
standard widths: 14, 18, 24, 28, and 32 
inches. See your office supplier, or write 
Pres-To-Line of America, 
Dept. TS, Avenue, 
Angeles. 


Corporation 


2339 Cotner Los 


Engineered and designed to resist the 
vibrations of typewriters 
machines is a new tubular steel typing 
table manufactured by the Adjusto 
Equipment Company. Another feature of 
this new model (No. 2228) is its steel 
bookholder, made of expanded steel mesh. 
The holder is rubber-mounted 


and business 


( without 


the use of either screws or bolts), which 
further cuts down any vibration noises. 
Standard table top measures 22 by 28 


inches. Table is available in three heights: 





26! inches, 28 inches, and 30 inches. De- 
scriptive literature and prices may be 
obtained by writing the Adjusto Equip- 
ment Company, Dept. TS, 2144 Madison 


Avenue, Toledo, Ohio. 
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EASY DOES IT! 


(Continued from page 27) 





ners. It can be, and usually is, a 
great deal of fun. Writing practice 
from actual dictation is much more 
beneficial than the practice you get 
by merely going through the formal 
routine of copying shorthand plate 
material into your notebook. 


NEVER LOSE siGHT of the fact that 
shorthand is a skill that must al- 
ways be kept at least “lukewarm.” 
Havent you frequently been sur- 
prised to learn how quickly your 
ability to perform such a simple 
skill as “rope-skipping” has fallen 
off because you have lost your tim- 
ing and you get your feet caught 
in the rope? Perhaps you have no- 
ticed that you can't hit that soft- 
ball with a bat as you could last 
summer, or that the basketball just 
won't go through the net for a two- 
pointer as readily as it did when 
you were playing the game every 
day. All this is the result of not 
having practiced a particular aetiv- 
ity, skill, or sport consistently. 

And so it is with the study of 
shorthand—you must resolve to stay 
with it every day of the term. Ev- 
ery other day, or the “Ill-catch-up- 
with-it-over-the-week-end” philoso- 
phy, just will not do! Take my 
word for it and the experience of 
thousands of former beginning 
shorthand students—“You won't be 
able to get away with it!” 


DecwwE Now to do each day's as- 
signment as it is presented, and 
your “tour of duty” in the short- 
hand classroom will be a seemingly 
short, and really pleasant, experi- 
ence that will start you well on the 
way to becoming an outstanding 
and accomplished stenographer or 
secretary. 

Remember that the same thing 
holds true of shorthand that does of 
a skyscraper, which is only as good, 
as strong, and as durable as the 
foundation on which it stands—your 
ability to write, read, and transcribe 
your shorthand notes with ease, 
speed, and accuracy will depend 
on the foundation that you build 
for yourself in shorthand theory. 

The business world is clamoring 
for — demanding — efficient, compe- 
tent, and well-trained secretaries. 
Why not resolve, here and now, 
that you will soon be one of them? 


PENNY-WISE 
WARDROBE PLANNING 


(Continued from page 34) 








season’s wardrobe, is a challenge 
to any fashion-minded woman. But 
here a little discretion must be 
used if one is to avoid “bargains” 
that are not bargains—that may 
even turn out to be costly. If you 
have neither need nor liking for 
dressy cocktail clothes, a brocade 
cocktail suit will certainly be no 
saving to you even though it has 
been reduced from $79 to $29 and 
does have bound buttonholes. Un- 
less you like what you are buying 
and can use it, there is no saving. 
But, with a little time and fore- 
sight, it is possible to utilize sea- 
son clearances to good advantage. 
Among the items that may be prof- 
itably purchased at such times are 
simple suits, skirts, sweaters (these 
frequently may need cleaning, but 
are generally worth it for the small 
cost involved), and wool dresses— 
especially, lightweight woolens that 
may be worn in the fall and again 
the following spring. 

Early spring sales of resort-wear 
fashions, though exciting in style 
and color, are often too highly 
stylized and extreme for comfort- 
able wearing at Northern resorts 
and lakes. Clearances and specials 
may be invaluable, however, in 
replenishing your supply of lin- 
gerie, stockings, and night clothes. 
You'll also find that most of the 
large shoe manufacturers have at 
least two worth-while sales a year. 

When buying at clearances and 
sales, there are several things to 
keep in mind. Try on everything 
youre thinking of purchasing; most 
sale items cannot be returned. Buy 
name brands whenever possible, 
but don’t be afraid to try something 
just because you don't recognize 
the name on the label. Avoid ex- 
tremes in style and design. 

Planning your wardrobe with 
“pocketbook” stretchers in mind 
can be fun and a real challenge to 
your own good taste and imagina- 
tion. If you have a plus fashion- 
sense but a minus fashion-budget, 
why not try a few of the sugges- 
tions outlined here. It may take a 
little extra time and effort, but 
you'll find it worth while when you 
discover you've solved that old 
problem of “not having a thing 
to wear.” 
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CARTER’S 
NEW 
"WEATHER— 
CONDITIONED" 
SPECIAL 
OCCASION 
CARBON 

PAPER... 








One look at Carter's “ Weather- 
Conditioned” Special Occasfon Carbon 


Paper and you see it has the “ new 
look”. It handles easily... resists curl 
... regardless of weather conditions. 
The secret? Simple. The new, exclusive 
“ weather -conditioned ” 
backing on Special Occasion. It keeps 
the carbon paper from curling... 
it’s exclusively Carter's! 


* Weather- Conditioned” Special 
Occasion saves time... 

Non-skid backing prevents slipping dur- 
ing typing . +. no time lost re-aligning 
carbons. 

“ Weather-Conditioned” Special 
Occasion is clean... 

Doesn't smudge fingers, copies... or 
your clothing. 
“Weather-Conditioned” Special 
Occasion lies flat... 


Handles easily .. . thanks to this exclusive 
Carter formula. 

YOUR PRIVATE SHOWING OF “ BEFORE-FIVE 
FASHIONS” — try Carter's “Weather -Condi 
tioned Special Occasion Carbon Paper free of 
charge. Mail this coupon for somples 


THE CARTER'S INK COMPANY, Dept. KK-10 
Cambridge 42, Mass 


Yes, | wont to try ““ Weather - Conditioned “ Special 
Occasion Corbon. Please send me FREE somples 


My machine is (check) Standard Electric 
Nome 
Firm 


! 
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1 | make (number) copies 
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No Doubt 
About it! 


Completely Up-to-Date Facts 





PARENTS say, 

“The dictionary habit 
teaches children to help 
themselves. The answers 
to their many daily 
questions are in Webster's 
New Collegiate.” 





STUDENTS say, 
“The New Collegiate is a 
must in English—and it 
helps in other subjects, 
too. Its compact size 
makes it easy to carry.” 





STENOGRAPHERS 

say, 

“Our office saves a lot 
of time and mistakes by 
having a New Collegiate 
handy on every desk.” 





No doubt about it, Webster’s New Col- 
‘legiate Dictionary belongs in your home 
or office. For every family, every student, 
every person in business, here is not just 
a ‘“‘word book”’ but a handy-size guarantee 
of the right answer to all kinds of daily 
questions. 

Because you expect unquestionable 
accuracy from it, an up-to-date dictionary 
should be bought with care. Webster’s 
New Collegiate is the ONLY desk-size 
dictionary based on the famous un- 
abridged Webster’s New International 
Dictionary, Second Edition, known as 
“the Supreme Authority’’ throughout 
the English-speaking world. It is required 
or recommended by the country’s leading 
schools, colleges, and universities. 

Get the best. Ask for Webster’s New 
Collegiate Dictionary at department, 
book, and stationery stores. 


125,000 entries; 1,196 
pages. Size: 771021%%" 
Unindered $5, indexed 
$6. De luxe bindings 
to $12.50. 






INSIST ON A 
GENUINE 
MERRIAM-WEBSTER * 


*Merriam-Webster dic- 
tionaries are directly 
descended from the 
original work of Noah 
Webster and are kept 
constantly up to date 
by the permanent 
Merriam-Webster edi- 
torial staff. 


Reg. U. S. Pat. Off. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
46 ; 





ASK THE EXPERTS... 


(Continued from page 7) 





Q. 1 am a left-handed shorthand writer and 
find that I miss some of the dictation when 
I turn pages. Is there anything I can do 
about this? 


A. The left-handed person should make 
use of the right hand in turning pages. 
just as the right-handed person makes 
use of the left. Try taking dictation in 
the right-hand column of your notebook 
first and then in the left-hand column so 
that your right hand can be in readiness 
to turn the page without criss-crossing. 


Q. Our night-school shorthand class saw a 
sentence in a textbook on which we would 
like to be enlightened. 

The sentence is: “Restorers have been 
placed on the market. but none have proved 
effective.” 

We should like to know their authority 
for using a plural verb with “none” as a 
subject. 


A. Since none is a contraction of no 
one, of course the word is logically 
singular. The present tendency. how- 
ever, is to construe it in the plural. This 
tendency is upheld by Webster. 

When the singular meaning is in- 
tended. no one is used. Examples: 
“None of the boxes are missing, and 
no one is more relieved than IL.” 





Qd. { telegram. addressed to a certain em- 
ployee. was delivered to our office. As the 
telegram was from a company with which 
we deal regularly, it was definitely company 
business and so was opened with the regu- 
lar mail. The employee to whom it was ad 
dressed, however, felt that the company had 
no right to open the telegram because it 
was addressed to him. 

Our manager, on the other hand. insisted 
that any mail delivered to our office may be 
opened by the company unless it is marked 
personal, and that the same applied to tele- 
grams. I argued that the addition or elimina- 
tion of the word personal has no legal effect: 
that the matter of who should open the mail 
is determined by the address only. 

Who is right? 


A. You say that the telegram was from 
a company with which your firm deals 
regularly and, therefore. was definitely 
company business. I don’t believe that 
this would hold up in court. It is con- 
ceivable that the other company was 
contacting the employee on some strict- 
ly personal matter, or perhaps was of- 
fering him a position. 

I do not agree with your office man- 
ager. The inclusion or omission of the 
word personal is of no legal effect. The 
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controlling factor is how the telegram 
was addressed. Since the telegram was 
addressed to him only, the employee is 
the legal owner. The legal liability for 
opening the mail of another without the 
addressee’s consent is the same for the 
company as it is for an individual. The 
same liability exists in the case of a 
telegram. 


QO. Vy employer requested his bank to stop 
payment on a certified check that he had 
drawn. The bank refused to do so. although 
the check had not been presented for pay- 
ment at the time the request was made. 
Was the bank justified in its refusal to honor 
my employer's request? 


A. Yes. for the money had been taken 
out of your employer's account and set 
aside to meet the check. By certifying 
a check, a bank assumes absolute lia- 
bility for its payment. 





Words 


(Key to teasers on page 18) 


ONE OUT OF FOUR IS WRONG 


2. d; column 3, b; 


column 5, a; column 6, d. 


Column 1, ¢; column 
column 4, ec; 


ARE THESE STATEMENTS TRUTH- 
FUL? 

1. False. The possessive pronouns its, 
hers, ours, yours, theirs contain no apos- 
trophes. 

2. False. Not when the two nouns refer 
to one person or thing, as secretary and 
treasurer (one officer) or corned beef and 
cabbage, nor when every, each, and many 
a precede the noun, as 
girl is needed.” 

3. False. No two words have precisely 
the same meaning. 


“Each boy and 


4. True. For example, countersign and 
contradict. 
5. True. When a two-word compound 
is used as a modifier before a noun, the 
compound is hyphenated; as common 


sense, common-sense plan. 


WHAT AN APOSTROPHE WILL DO! 


shell: she'll (she will, or she shall ) 
. well: we'll (we will, or we shall) 
ill; PM (1 will, or I shall) 
its; it’s (it is ) 
cant: can’t (cannot ) 

6. wont; won't (woll, obsolete for will, 
not ) 


7. hell; he’ll (he will, or he shall) 


Vik Whe 


YOU CAN GET ALL A’S ON THIS 


Suggestions — 1. agreeable, amiable, 
adorable, affectionate, admirable, ani- 
mated, affable. 2. appropriate, artistic, 
appealing, attractive. 3. athletic, affluent, 
able-bodied, assured. 4. appetizing, ade- 
quate, a la carte. 5. appalling, audacious, 
abhorrent, absurd, amateurish, absorbing, 
astonishing, atrocious. 


CHOOSE THE CORRECT VOWEL 
a: S, 7, 10; e: 1, & G6; o: 4,5, 8, 9. 
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Brand New 
Erasers... 


In Tune with 
Today’s Business 


These new Weldon Rob- 
erts Erasers achieve neat- 
er, faster erasing of short- 
hand notes and of writing 
from today’s electrically 
and manually operated 
typewriters and office ma- 
chines. And how they save 
time and soothe tempers! 





Ask your office manager 
or stationer for them. 


Paper-wrapped quality gray 
eraser for ink and typing. 


No. 378 GRAYPOINT. y _ 



















in convenient 
PAPER WRAP with 
PULL STRING for easy No. 448 GREEN ty 
ila GLOW. Paper- v 
wrapped soft green an 
eraser for a wide 

vartety of pencil 

work and cleaning. 


WELDON ROBERTS RUBBER CO. 
NEWARK 7, N. J. 

















For Successful Secretaries 
—and those ‘‘on the way up’”’ 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 


\ 


-| ¥s and the better job you want. 

3 ope! Here is the most complete guide 

3 , for secretaries ever written! Gives 
zy fle you 1-2-3 answers on every con 
. ceivable office question. Helps you 
| develop your judgment and self-re 


liance in handling independently 
any job assigned to you. 


Complete 
Secretary’s Handbook 


by Lillian Doris and Besse May Miller 
Examine 10 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these 





SAY LAM ITS 


How to set up a ‘‘foolproof’’ reminder system 

How to act for your employer when he is away 

How to make smooth travel arrangements 

How to write letters without dictation 

How to attend to social obligations 

How to keep track of employer's financial affairs 
How to maintain friendly client relations 

How to select your office wardrobe 

How to handie your job and yourself with 

polish and poise 

How to avoid neediess overtime work 

Prove to your own satisfaction that this is ‘‘the most use- 
ful book a successful secretary can own’'’! Send coupon 
below to get your copy for 10 days’ free trial. 


You get 158-nage HANDBOOK OF BUSI- 
NESS MATHEMATICS as a gift. Shows you 
short-cuts in arithmetic, easy ways to do 
accurate figuring Mail coupon below 


-_—— a a ce a a AEs aa A a Ca 
PRENTICE-HALL, INC., Dept. 5886-MI 

| Englewood Cliffs, New Jersey | 
| Send me the ‘‘Complete Secretary’s Handbook’’ for 
‘ree Examination After 10 days I will either remit 
$4.95 plus a few cents for postage and packing, or | 
| return the book and owe nothing. I am also to re- 

| ceive—free——-a copy of ‘‘Handbook of Business Math- | 


ematics,’’ mine to keep whether I keep the Secre- 
tary’s Handbook or not. | 


rat AS Sn nan eo ee ; | 
Address........... Te aa aT a a NN Sn er | 
[Oa RON Bt | 





NO BOSS WANTS A 
ROBOT 


(Continued from page 8) 





down notations on just about ev- 
eryone who has entered my office, 
whether by appointment or not. 
The person’s name and date is in- 
serted in an appropriate column; 
and, if she knows the reason or sub- 
ject of the visit, she jots down the 
information. 

I like a secretary who has the 
ability and initiative to use her im- 
agination. Being unlike the prover- 
bial husband, I remember my wife's 
birthday and our anniversary, and 
do not have to be reminded. But it’s 
quite possible that my secretary 
could tell me those dates too. 


As IS THE CASE in almost any pro- 
fession, “going by the book” is usu- 
ally the best tack to take during 
the working day. But any secretary 
can “go by the book.” Books, like 
women’s fashions, become out- 
dated. They are still usable and a 
lot of good “wear” can be obtained 
from them, but it’s the style that 
counts. The secretary who will be 
distinguished from others will be 
the girl who uses her ambition to 
go further than the book points out. 
She’s the secretary who knows the 
difference between a “straight 
wire” and a “day letter” or a “draw- 
ing room” and a “compartment” on 
a train. She knows how to make a 
reservation, has airline and train 
schedules handy if her boss travels 
frequently. She can handle people 
politely and tactfully; she knows 
how to meet strangers. She doesn't 
spend a great deal of- time on per- 
sonal obligations or take more than 
her regularly scheduled time for 
lunch. 


IN THIS FAST-MOVING AGE of ma- 
chines and earth-satellites, it’s still 
doubtful that the secretary will ever 
be replaced. Even when the office 
becomes highly mechanized, it’s a 
good bet that the boss will still be 
around to find problems for the sec- 
retary to solve—last-minute memos 
to get out, appointments to make 
and break, and hundreds of other 
duties to perform. And they will 
probably be handled just as ami- 
ably, accurately, neatly, intelligent- 
ly, enthusiastically, thoroughly, and 
efficiently, as they have been in the 
past. 
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types her best 
using the 


_Leéoots OOPY HOLDER 






@ all-Metal—one piece 
@ “sight level” convenience 
@ holds postcard to phone book without tipping 


Today’s secretary has found the Liberty Copy- 

holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 

Designed so it puts copy in full view at correct 

. “seg 

angle for easy, efficient work. Size: 7” wide, 

914" high, 5” base. So low in cost every typist 

in your office should have one. 


ORDER NOW! If not available from your 

local stationer, order direct from— 

BANKERS 
Mokers of Libe 


720 S. Dearborn Street © Chicago 5, Illinois 


BOX COMP 
ty Record Storage Pri 


ANY 


| 
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THAT DARN 
PAPER? — 
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Don’t say it! Rid your office of 
“scatteration filing’ with ACCO- 
binding. Keep all related corre- 
spondence, invoices, reports and 
other papers safely, securely bound 
in Accobind Folders or Accopress 
sinders. Last for years. Sizes for 


all needs. Ask your stationer. 


ACCO PRODUCTS, INC. 


OSDENSBURG, N. Y. 
In Canaoa. Acco Canadian Co., Ltd., Toronto 
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7 wonderful days 
§ romantic nights 


only $2.40 


Rete per person, double 
eccupency, April 15 thru 
December 31, 1955. 


~NEW 
SARASOTA 
TERRACE 
Hotel 


Sarasota, 
Florida 


Your Florida Dream Vacation! 


that makes this a “must”. Includes—at no 
extra cost—air-conditioned accommodations, 
bathing at Lido Beach, golfing on Bobby 
Jones’ 27-hole course, use of Jade Swim- 
ming Pool, shuffleboard courts, sightseeing 
tours, planned entertainment and “get- 
acquainted” party. Be our guest at “Horn’s 
Cars of Yesterday”, an unforgettable sight- 
seeing cruise on the Gulf of Mexico thru 
jewel-like Florida Keys, the exciting grey- 
hound races in spring and summer .. . al 
FREE! 

FOR RESERVATIONS .. . see, write or 
phone your local TRAVEL AGENT, any 
office of 

NATIONAL or CAPITAL AIRLINES or 

HAPPINESS TOURS, INC.—6 E. Monroe St., 
Chicago, IIl._—2 W. 46th St., New York, N. Y. 


LOW 
PACKAGE 
RATES 


Double occupancy, 
including minimum 
air fare from cities 
listed: 


Atlanta $ 72.02 
Boston 135.42 
Chicago 122.02 
New Orleans 82.02 
New York 114.42 


Philadelphia 115.32 
Washington, D.C. 
99.02 


NEW SARASOTA TERRACE Hotel 


P.O. BOX 1720, SARASOTA, FLA. 


TEL. RINGLING 2-5311 





CASH AND CASH RECORDS 


(Continued from page 17) 














LET Graffco SIGNALS 
HELP YOU CARRY THE LOAD 


Every day goes smoother when you 
rely on Graffco Signals and Maptacks. 
Always there to remind, alert and point 
the w ay. 

And there is the right kind and color 
for every possible need. See them all by 
writing for free color folders on Graffco 
Products. 


At your Office Supply 
Dealer ... or 
GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenue 
Cambridge 40, Mass. 
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for Maps and Charts 








On the currency line, enter the total amount of 
paper money being deposited. On the coins line 
(some banks use the terms silver or specie instead), 
enter the total amount of coin being deposited. Each 
check to be deposited must be listed separately. Some 
banks like to have the checks identified by the name 
of the bank, while others prefer that the identification 
number of the bank be used instead. These numbers 
are on the front of the check, usually next to the name 
of the bank. If there are a great many checks to be 
deposited at one time, most banks permit the deposi- 
tor to itemize the checks on an adding machine tape 
and to clip this tape to the deposit slip. The total 
shown on the tape is written on the check line of 
the deposit slip with the words “as per list attached.” 
After all the items to be deposited have been listed, 
the column is added and the total recorded. 


Proving Your Work 


Of course, the amount of money to be deposited 
must agree with the total on the deposit slip. There 
is an easy way of checking on whether you have the 
amount of money you should have and whether you 
recorded the source of everything received. As shown 
in the illustration of the Cash Receipts Journal, you 
add up the receipts for the period for which you 
are about to make a deposit. Record the total in small 
pencil figures. Such totals are called pencil footings. 
If the amount of money you received, as indicated 
by the pencil footing, is the same as the actual 
amount you have to deposit, you know your work is 
correct. If the amount of cash you have is less than 
the total in the journal, it would indicate that you 
had given someone credit for more than he had paid. 
If the amount of money you have is more than the 
footing in the journal, it would indicate that you 
had failed to give credit to someone who had paid. 
By proving the accuracy of your work before de- 
posit, while all the facts of the day’s transactions 
are still fresh in your mind, you can take steps to 
rectify any error that might have been made. 

If a journal is not maintained, but the amounts 
received are recorded directly in the individual ledg- 
er accounts, it is still possible to prove by adding 
the receipts recorded and comparing the total with 
the actual amount of cash on hand. Obviously, though, 
there is more work in such a system because you have 
to handle all the ledger accounts to locate those in 
which a receipt was recorded. 

When you present the funds for deposit at the 
bank, the teller verifies the accuracy of your de- 
posit slip and records the amount of the deposit in 
your passbook, which is your proof that such a de- 
posit was made. Some businesses prefer to have a 
duplicate of every deposit slip. When this duplicate 
is initialed by the bank teller, it becomes the proof 
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of deposit. Be sure to record on your checkbook 
stubs every deposit made, so that the stubs will show, 
not only the amount of cash paid out, but also the 
amount received and the actual balance in the bank. 
More will be said about check records and cash pay- 
ments in the next article in this series. 


Petty Cash 


Wherever possible, bills should be paid by check. 
Such a practice protects funds from misuse, as this 
provides a record of all cash transactions. Further- 
more, the canceled checks, with their endorsements, 
are an additional verified record of cash payments. 

In alinost every business, however, some trans- 
actions involve small amounts for which it is not 
practical to draw checks in payment. Most offices, 
therefore, keep a small sum of money, called a “petty- 
cash fund,” on hand to be used for such small expend- 
itures and for change. Your employer should decide, 
at the time such a fund is established, how much cash 
is to be placed in it and the maximum amount that 
can be paid out for any one expenditure. The kind and 
size of the business, of course, affects his decisions. 


PETTY-CASH VOUCHER 





AMOUNT, — — 
RECEIVED OF PETTY CASH 


Lcguct J a 
FOR , a He 


g 
CHARGE TO 


APPROVED BY: 


W738 
7 














RECEIVED BY: 


—Gachdoy 

















The petty-cash fund should be kept separate from 
the other money handled in the office. Make sure 
you get a signed receipt from every person receiving 
money from the fund—even the “boss.” As the form 
illustrated shows, you will then have proof that 
someone authorized you to make the payment and that 
such a payment was made. You can always prove the 
accuracy of the petty-cash fund because the total of 
the receipts, often called vouchers, plus the remain- 
ing money should equal the original sum placed in the 
fund. Don’t let the amount of cash in the fund get 
too low. When it needs replenishing, a check is writ- 
ten for the total amount that has been taken from the 
fund. The money received from cashing this check, 
added to the money remaining in the fund, will, of 
course, bring the fund back to its original sum. 

Although it is not absolutely essential, it is wise to 
keep a record, like the one illustrated, of petty 


cash. Such a record helps your (Continued on page 50) 
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PAPER WRAPPED 


ERASER 


BLAISDELL PENCIL CO., BETHAYRES, PA. 
At all stationers—or write for free sample. 











SAMPLE RESUME 


Here’s the WALLET SIZE PHOTO 


secretaries everywhere are using 
WITH FREE 
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FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 
YOU RECEIVE FREE, three full pages — a one page sample resume 
and two pages of instructions, to help you prepare the resume to use 
with your wallet photos. — Your original portrait or photograph re- 
turned unharmed with 20 top quality 2. x 31, silk finish, double 
weight photos plus free sample resume. 











20 FOR $1 — You'll love your pictures or money returned. 50 FOR $2 

| APPLICATION PHOTOS, Dept. 51 FROM OnE ! 
Box 271, Salem, Mass. POSE | 
We enclose portrait or photo and $ for ! 

| wallet photos and free sample resume and instruction sheets. 20 for | 
| NAME $1 00 | 
|JADORESS _ or 
| city ___ZONE__STATE ____ $0 for $200 , 
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PERSONALITY IMPROVEMENT... 


the greatest single need in today’s training program 


Four texts that lead the field in this important phase of 

business training and on-the-job self improvement... 

FITTING YOURSELF FOR BUSINESS—MacGibbon—$4.50 

PERSONALITY AND HUMAN RELATIONS IN BUSINESS— 
Rice, Sferra, Wright—$2.60 

PRACTICAL BUSINESS PSYCHOLOGY—Laird and Laird— 
$5.00 

HOW TO IMPROVE YOUR PERSONALITY—Newton and 
Nichols—$3.00 


Order from your nearest Gregg office 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc 


New York 36, 330 W. 42nd St. Dallas 2, 501 Elm St. 
Chicago 30, 4655 Chase Ave., Lincolnwood San Francisco 4, 68 Post St. 








MAKE MONEY WRITING 
. - Short paragraphs ! 


You don’t have to be a trained author to make money 
writing. Hundreds now making money every day on short 
paragraphs. I tell you what to write, where and how to 
sell; and supply big list of editors who buy from begin- 
ners. Lots of small checks in a hurry bring cash that adds 
up quickly. No tedious study. Write to sell, right away. 
SEND FOR FREE FACTS 
BENSON BARRETT 
1751 Morse Ave., Dept. 115-K, Chicago 26, Ill. 











employer to analyze the petty-cash expenditures. It 
helps you to keep an eye on the amount of cash avail- 
able and to prove that the fund is in balance. This 
listing of petty-cash expenditures should not take the 
place of the vouchers. As a matter of fact, the infor- 
mation for the petty-cash record is secured from the 
petty-cash vouchers. 


PETTY-CASH RECORD 


PETTY CASH RECORD 


Explanation Received Paid Out 


# Jo#¥ 40 \-— 





The secret of keeping office records with confidence 
and enjoyment is to do such work in small segments, 
to keep up to date with it, and to adopt methods that 
enable you to prove the accuracy of what you have 
done. When you follow this practice, it reduces the 
chance of error to practically nil and yet makes it 
easy to locate that occasional error. 


























Sen RGPPELE. ‘or type that sparkles 


Vii, like 
ay WEW 
Y. Cleans type CLEANER! 


Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
60¢ at all stationers 





and typewriter dealers 














Letterhead Lazy? 


Your letterhead should impress. Modern, smartly 
designed, engraved letterheads cost a few percent of 
total letter cost. Doubts about your letterhead effec- 
tiveness? Have your letterhead analyzed by letter- 
head specialists—-free to users of 10,000 a year. 
Write, state annual usage. 


If it’s worth seeing, put it on a Hill 


po. 4 MELLEL, Nc. 


Fine Business Cards and Letterheads 


270 U8 Lafayette St. N. ¥. 12, N. ¥. 
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SECRETARIES TAKE STOCK 


(Continued from page 15) 





The Monthly Investment Plan competes with Mu- 
tual Funds. You may prefer to join M.I.P., which 
makes use of the “dollar averaging” principle also. In 
addition, it provides a regular means of investing a 
fixed amount in any stock you choose. You can in- 
vest from $40 to $999 in any one stock monthly or 
quarterly. An M.I.P. account is strictly cash—no mar- 
gin allowed. It’s noncontractual, which means that 
youre free to stop payments at will—or skip pay- 
ments without penalty. Dividends are mailed out 
regularly or reinvested, according to your instruc- 
tions. And there’s no extra fee involved; just the 
standard commissions. 

M.LP. has certainly proved popular. After one 
year, the plan had attracted 32,000 accounts with 
payments totaling about $14,000,000. 


Selling is as important as buying 


Youre not going to be a successful investor if 
you buy stocks and file them away to get musty. 
Merrill Lynch offers these suggestions about selling: 
(1) When the price of a security is so high you 
wouldnt think it a good buy, consider selling. 
(2) There's no virtue in holding a security that’s 
slipping until it’s a complete loss. 

You know about the ostrich. A certain amount 
of responsibility for your holdings can be dodged by 
investing in Mutual Funds, which are managed for 
you. Otherwise, owning stocks means following the fi- 
nancial reports in your local newspaper every day. You 
may find that you have to supplement this diet with 
one of the standard service publications like Standard 
& Poor's summaries. Your broker subscribes to these 
and, on request, will give out from his Research De- 
partment up-to-date information about companies and 
industries. 

Are you still interested? Just pick up the phone 
and say so, because the stock market now has a place 
for the girl with a job. 
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Registered (SEC) Stock Exchanges 


Note: There are registered stock exchanges in Boston, Chi- 
cago, Cincinnati, Detroit, Los Angeles, New Orleans, Philadel- 
phia, Baltimore, Pittsburgh, Salt Lake City, Spokane, and 
Washington, as well as in New York City, operating under the 
supervision of the Securities Exchange Commission. 








WITH THE Exctusive ECONOMIZER BOX 





PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Samples sent only on request when 
letterhead of company is used. 


Department S 3 


KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 
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line quality and durability of the ball-point pen . 


writing comfort . . . and economy. 


GREGG Ball- Pen: Cil 



















For a new-look, new-feel in sharp, efficient shorthand, book- 
keeping, and general purpose writing here is your new low 
priced, high-quality classroom and office tool. | 
The Gregg Ball * Pen * Cil has the light, perfect balance of a 


pencil yet it writes with the fine, sharp line of o top-quality 
boll-point pen. Always ready for instant use . . 
press, click, or turn. Simply remove the handy protector cap 
and you are ready for uninterrupted writing . . . no trips to 
the pencil shorpener . . . no ink bottles to spill. 
Six times the life of a lead pencil . . . less than the 
cost of a standard ball-point refill. Sieek and tailored 
with white enameled hard-wood body and bive plastic trim. 
1 - 2 Doz. 
3 - 5 Doz. $4.56 per doz. 
Write your necrest Gregg office today 


Gregg Supplies Department 


New York 36, 330 West 42nd Street 
Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post Street 





. nothing to } 


$4.80 per doz. 
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THE VERY BEST VALUE 
IN COPYHOLDERS 


STAND-B 


e@ Patented Knee-Action Grippers 
Hold All Copy Securely 








16°W x 12°H 





Cues rOUNG 


iS hae te 
( SUWD 27 \RU Re ee ee 


COPTHOVOES Copyholders — Duplicating Supplies Carbons — Ribbons 
110 West 18th Street New York 11, N. Y Cable: CURTYOUNG 















Mis Seevelary : Clip this ad and give it to your Boss! 





MAY I ORDER THIS 


a 
30 DAY FREE 


TRIAL SAMPLE? 
1 Yes [NO 









CLEARS THE DESK FOR ACTION! 


This sturdy, attractive new sectional organizer 
improves desk-top efficiency. Finished in smart 
gray or green baked enamel, the strong, all-steel 
Adapto- Rack adds business-like good looks to any 
office. 8 compartments with complete flexibility 


Clip ad, attach to letterhead, for this LIMITED 
30 DAY FREE TRIAL **USE-IT-YOURSELF’’ OFFER. 


Adapto-Rack 
in use. 


2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 
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HER BOss IS IN 


(Continued 





press calls. Duplicate desk calendars keep Ade and 
Mr. C. straight on appointments. 

Ade schedules her boss’s business trips, chooses 
many of his gifts, helps plan parties, orders fashions 
that Mrs. C. chooses from newspaper or magazine 
ads. And, of course, she is on hand when Life or Look 
magazine phones to announce: “We're bringing up a 
photographer to get a story.” 


ADELAIDE RECALLS ONE DAY when a magazine sent a 
writer and a cameraman on the usual short notice. 
They wanted to photograph Mr. Caniff working with 
the model for one of the Canyon characters. He often 
uses live models; it just happened that this character 
was a composite of many people and originally drawn 
from photographs. But this magazine didn’t care: they 
wanted a model. 

“Mr. C. was stumped, so I mentioned a lifeguard 
I'd noticed at a pool I'd been to, because he looked 
so much like this character. Well, no sooner were 
the words out of my mouth then we jumped into my 
car and made one of our Mad Dashes out to the pool— 
several miles upstate. 

“We grabbed the lifeguard and explained the emer- 
gency. He got a quick substitute, leaped into the car, 
and we raced back to the studio just in time to meet 
the press—the lifeguard still in swimming trunks!” 


WITH ALL THE RUSH AND FLURRY of Adelaide’s job, 
there is still time for fun. The Gilchrests are frequent 
guests at the Caniffs’ parties. When Mr. C. went 
on a cartoonists’ junket to Williamsburg, Virginia, 
Adelaide and Homer were there too. They go regu- 
larly to the shows and outings of the National Car- 
toonists Society. 

“My life is full of cartoonists,” says Ade, “and 
cartoonists are wonderful, funny people.” Lil Abner’s 
Al Capp, Blondie’s Chic Young, The Gumps’ Gus 
Edson, Kerry Drake’s Al Andriola are just a few of 


Reference files contain material ranging from a listing of Mr. 
Caniff's favorite foods to pictures of Chinese landscapes. 
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THE FUNNY PAPERS 


from page 13) 





Ade’s business friends. Visitors are frequent. There 
is a drawing board in the Caniff studio reserved 
for itinerant cartoonists who drop in and _ stay to 
draw a few of their panels under the good mountain 
influence of the Caniff residence. 

Like these cartoonists, Ade just wandered in and 
stayed. She began as a part-time steno-typist in 1939 
and gradually worked into a full-time factotum. 

After a classical course in high school and a post- 
graduate course in typing and shorthand, Ade was 
a secretary with an insurance broker. As Mrs. Homer 
Gilchrest, she worked part-time for actor Burgess 
Meredith, who lived in the area. When the Merediths’ 
neighbor, a young cartoonist, found himself suddenly 
barraged with fan mail, Ade helped him out too. 

By the time daughter Gale was old enough to get 
around, cartoonist Caniff was busy enough to require 
full-time help. 

“And then the fun began,” says Ade. “Those were 
the days of Terry and the Pirates ( assigned to another 
man when Mr. C. began Steve Canyon) and Male Call 
(a strip Mr. C. drew gratis for the Armed Forces serv- 
ice publications—3,000 papers). We've been through 
a lot of panels since then; and every one has been a 
pleasure because Mr. C. loves to work and loves to 
laugh.” 


COMMENTING ON HIS SECRETARY'S PLACE IN THE STUDIO, 
Milton Caniff succinctly declares, “When Adelaide 
isn't here, there is chaos.” 

He tells his friends: “McGillicuddy’s not a Didyou 
Girl.” 

A Didyou Girl is, according to Mr. C., a secre- 
tary who needs checking. “Every time you ask her to 
do something, you've got to come back later and ask, 
‘Did you write that letter?’ . . . “Did you return that 
phone call?’ . . . ‘Did you order those supplies?’ 

“Never have to ask McGillicuddy. She’s done it 
three days ago!” 


During the nice weather. secretary and boss go outdoors to 
continue their work on a patio adjoining the studio. 
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7—— Now! A Sure Way 

To Increase Your 
Shorthand Speed in a 

Few Half-Evenings at Home! 


























A Product of R.C.A.-Victor Custom Record Division 





The best pay goes to secretaries who can take down 
100-to-200 w.a.m. “spurts” of dictation as well as 
average speed. Keep up with your boss when he’s 
dictating his fastest and you'll be sure to get ahead! 


Chances are you do all right in taking down your boss’ average 
rate of dictation. But now you can keep up with his most rapid- 
fire “bursts of speed” as well . . . and get more money and satis- 
faction out of your job! 


Use the new DICTATION DIsCs! They increase your word speed at 
home ... by your own phonograph .. . in as long or short a 
time per session as you may wish to spend. 


DICTATION DISCS are custom R.C.A. phonograph records that will 
bring your speed up to 120 w.a.m. or higher in the shortest pos 
sible time. You can use them with any method of shorthand ... 
written or machine .. . developing poise, rhythm, and accuracy, 
as well as speed. 


But the best thing about DICTATION DISCs is the EXTRA MONEY 
they prepare you for! If you order DICTATION DISCS .. . and use 
them faithfully ...there’s a good chance you'll be able to pay 
for them in no time with raise money! So order your records 
today by filling out and mailing the coupon below! 


A Product of the R.C.A.-Victor 
Custom Record Division 


@® DICTATION DISCs are 12-inch records of unbreakable pure viny- 
lite. Each long play contains 45 minutes of dictation. 

@ Unsurpassed clarity of tone, each word distinctly spoken. 
Fully guaranteed against flaws and defects. 

@ Have been used by many leading schools and companies—Co 
lumbia University, American Institute of Business, General 
Electric, etc.—in shorthand training programs. 





|45 RPM Records Now Available! | 





DICTATION DISC CO., 509 5th Ave., Dept. 116, New York 17, New York 


amms USE COUPON TODAY /Pifabiaiaaiaily 


DICTATION DISC CO ALL SPEEDS! 
509 5th Ave., Dept. 116, New York 17, N. Y. 


45 rpm 78 rom 33/3 rpm LP 
$1.75 each $2.50 each 5.00 each 
No. 1 60 & 70 wam rT) No. 1 60 to 90 wam 
No. 2 70 & 80 wam () No. 2 70 to 100 wam 
No. 3 80 & 90 wam No. 3 90 to 120 wam 
No. 490 & 100 wam No. 4 100 to 130 wam 
No. 5 100 & 110 wam [ Complete set $18.00 


No. 6 100 & 110 wam 
No. 7 110 & 120 wam 
No. 8 120 & 130 wam 
Complete set of 12” Standard 78 rpm records $18.00 

Complete set of 45 rpm EXTENDED PLAY records $12.50 


Entire series $33.00 


NAME 
ADDRESS 
CITY 
Enclose check or M. O. (add 35c for postage) 
SPEED GUARANTEED OR YOUR MONEY BACK 
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MAKE YOUR OWN INDEXES 


And SAVE 56% Typing Time 





The New, Exclusive 
INDE X 


AICO TYPERITE sapping 


With Typewriter Spaced Insert 


Strips! 
Typing Titles Is Easier Typing Is Neater, Cleaner 
For 1, 2 or 3 Line Titles Never In Zig-Zag Fashion 
Lines Are Always Straight No Soft Roller’s Required 


IT’S THE PICA SPACING THAT DOES IT! 


The new AICO Typerite Tabbing has blank inserts spaced ex- 
actly 2 and 3 picas deep to permit the use of the line space 
lever when typing titles. Whereas, non-pica spaced inserts re- 
quire the use of the soft roller to center or position the title 
when typing. This wastes inserts, typist's time and temper. So— 
be sure to ask for AICO Typerite Tabbing. It’s the only Tabbing 
with this time-saving feature. 


Now at Your Stationer or Write Dept. 5 for FREE Sample 


97 Reade St., New York 13, N.Y. 
426 S. Clinton St., Chicago 7, Ill. 











INDEXES 


ig 











The Handiest Gadget 


precision pencil sharpener 





and tape dispenser “COMBI” 


A new idea in a desk accessory 

for OFFICE or HOME. 
Any small roll of tape will fit 
into the base (up to ¥/,‘’ width). 
A most practical combina- 
tion for EVERY DESK-~—a 
perfect point with a twist of 
the wrist. Ask your stationer, 
or write to 


FRED BAUMGARTEN, Dept. X-9, 
STATION F, ATLANTA, GA. 





The Man Who Wasn’t! | 5: 
Called the meeting himself, too. WELL-APPOINTED 
... ALWAYS 


26 


Forgot to write it down. 





Ask your stationer for prices 
WORK-A-DAY 
SCHEDULE-A-DATE 


Moral: Use your Keith Clark Desk Calendar to arrive 





fy 


<7 «= calmly, efficiently, and socially relaxed. 


<a> 
¢ Keith Clark, Ime., 130 west 42nd st., New York 36, N. Y. 
’ ’ 





WINNING WAYS 


(Continued from page 20) 





at important business and social engagements yhe Calendars that work for you. 
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KATHY’S ALARM 


(Continued from page 24) 
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Today’s Teachers 


a few moments NOW . . . TODAY with this check list 


Each item offers a means to better performance and higher 
skill . 


classes. 


Today's Student Today's Secretary 


can mean wider opportunity for you 


. . select the ones that can best help you or your 








0 


CL) 


‘2 


L) 


LJ 


) 


0 


GREGG SHORTHAND DICTIONARY SIMPLIFIED— 

Gregg, Leslie, Zoubek 

Authoritative, official. In print and shorthand, over 30,000 words, plus 
separate sections on names and abbreviations. Every student and practicing 
secretary should own one. 336 Pages. List, $2.72. 


MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and sharp legibility 
make the ‘‘Miniature’’ an ideal gift for shorthand-writing friends, on 
appropriate award for classroom achievement, a practical reference for 
your own use. 335 Pages. List, $2.50 


20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 
More than one-half million copies of this pocket-sized volume are now in 
daily use. It serves as a handy reference for checking those transcription 
essentials. No definitions. One of the biggest ‘‘little’’ timesavers in 
secretarial practice. 249 Pages. List, $1.16. 


STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 
The classic in secretarial reference. Packed with current information that 
will aid you throughout your career, Gives you everything: ‘‘who or whom’’ 


to ‘‘setting up a financial statement.‘’ Lightening indexed. 626 Pages. 
List, $3.25. 


REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 

Teachers and training directors find that a copy of The Reference Manvol 
on the desk of every student and secretarial worker saves hours of valu 
able teaching and work time. It's all right here: dictation and transcription 
tips, punctuation, grammar. Topics are numbered and coded for quick 
reference. 192 Pages. List, $1.20. 


TABULATION TYPING—Thompson 

A full treatment of the non-arithmetic easy-way tabulation. Telescopes all 
procedure into 64 pages of intensive, interesting instruction. If tabulation 
is one of your office headaches, here’s the cure. 64 Pages. List, $0.96. 


PROGRESSIVE TYPEWRITING SPEED TESTS—Mowunt 
Here‘s the quick new way to step up typing speed: this new book and a 
few painless practice minutes every day! 144 Timed writings ranging from 


25 to 100 wam. Modern business vocabulary used throughout, 96 Pages. 
List, $1.32, 


TYPEWRITING FOR SPEED AND ACCURACY —Rowe 

A comprehensive, all-inclusive drill book designed to increase speed ond 
accuracy at any level of learning. Drill material is interesting and infor- 
mative. 128 Pages. List, $1.24. 


TYPEWRITING RHYTHM RECORDS—NEW SERIES 

Music with the tick-tock beat for developing the rhythm necessary for 
sustained typing power. Progresses from 16 to 52 wam. Six ten-inch, 
78 rpm records with album. $12.00 net pius postage. 


HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 

The key-book to an interesting branch of specialization. Treats everything 
from medical ethics to medical-office bookkeeping. 400 Pages. List, $3.75. 


MEDICAL SHORTHAND MANUAL AND DICTIONARY —Smither 
A reference and practice book that gives comprehensive medical vocabu- 
lary, a basic knowledge of the formation of medical words and phrases. 
Gives detailed cases in both shorthand and longhand. 320 Pages. List, $3.50. 


DICTATION FOR THE MEDICAL SECRETARY — Berger and Byers 
Practice dictation from the three major areas: Physical, Generat, and 
Surgical Medicine. 313 Pages. List, $3.50. 


SECRETARIAL PRACTICE TESTS—McFadzen, Graham, 

and Hannan 

In one compact booklet, 18 objective tests, each on one specific topic in 
secretarial training. Quick to take . . . easy to score. 80 Pages. List, $0.96. 


OFFICIAL GREGG SHORTHAND NOTEBOOK 

Spiral bound. Pages lie flat while writing. Smooth finished, top-grade 
paper especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest 
buy in shorthand classroom supplies. Per dozen, net, $2.25. One or two 
gross, per gross, net, $21.00. Please add 10 per cent for shipments from 
San Francisco or Dallas. 


OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 

The special glide-action fountain pen designed by Gregg for the use of 
shorthand writers. Sleek black barrel with perfect shorthand-writing bol- 
ance, identified by Gregg symbol on the cap. Each pen: $5.40 net. Dis- 
count of 20 per cent on orders of six or more. 


ESTERBROOK GREGG APPROVED FOUNTAIN PEN 

Available in black barrel. No. 1555: each pen, net, $2.50. No. 9555: 
each pen, net, $3.00. Renew points available. Discount of 20 per cent 
on orders for 12 or more. 

DICTATION TAPES AND DICTATION RECORDS 

A complete line of these modern training aids, available for every level 
of instruction or practice, Let us send you complete information. 











Why 


need... 
and training directors: let us bill you at your usual educational discount. 


GREGG PUBLISHING DIVISION 


New York 36, 330 W. 42nd St. 


Chicago 30, 4655 Chase Ave., 
Lincolnwood 


San Francisco 4, 68 Post St. 


not clip this list today . . . indicote the quantity of each item you 


mail it to your nearest Gregg office with your remittance. Teachers 


McGraw-Hill Book Company, Inc. 

Dallas 2, 501 Eim St. 

Toronto 4, 253 Spadina Rd. 
London E.C. 4, 95 Farringdon St. 
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“MY BOSS 
AGREES 








' 
ME!” 
7 
Yes. m\ hass and | agfree— 
the IBM Electric does more 
for us than any other 
Ly yr writer! 
My job is so much easier 
with my IBM—I flick 
my*finger and electricity 
does the work. And because 
it's easier, my work goes 
faster and better, too. 
Best of all. Pm so proud 
of those distinguished 
IBM letters the boss 
says they re really 
boosting our company 
prestige. See why were 
‘ both sold on our IBM? 


You and your boss will agree, 


too. For more information 





and a demonstration. call 


your nearest IBM office! 





IBM ELECTRIC 
; TYPEWRITERS |...OUTSELL ALL OTHER ELECTRICS COMBINED! 

















WIN 


National Fame For Your School 
GREGG SHORTHAND CONTEST 
<2 


1555 totlhand 


es > 





1555 | 
REGG 


( 





= 


ad : 
9555 »LorzA oven!” 
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@ 8 Handsome Cups 
@ Gregg-Approved Esterbrook Fountain Pens to all winners 
@ Valuable Merit Certificates 

@ Judging in 4 separate divisions 


@ Colleges, Business Schools, Public and Parochial 
Schools, and Private Schools eligible 


@ Nothing to buy. No obligations 
@ Excelient Opportunity for young job seekers to win 





recognition 
eS 1 
T 4 i 7 The Esterbrook Pen Company, Camden 1, New Jersey | 
a (Contest closes March 1, 1956 
U D E N | Please send entry blank and rules for the Esterbrook Gregg Shorthand : 
ST | Contest, together with copies of contest material for my students. I 
| understand there is to be no cost or obligation for this material. | 
CHER TO | TEACHER'S NAME | 
K yOuR TEA ORTHAND | SCHOOL. 7 
AS TER yO R SH ER SEND : STREET ADDRESS | 
EN AVE H nTEST CITY ZONE STATE | 
CLASS: P RCo ANK f THE NUMBER OF STUDENTS I WILL ENTER IS | 
THIS cou TRY BL L Entries limited to Continental United States. | 
A me ce me rr rr rr rr ss ss ee ee ee ee 
RULES FR EE ! ESTERBROOK FOUNTAIN PEN FOR ALL TEACHERS 


ENTERING 15 OR MORE STUDENTS. 
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